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mm  eDUCATioN 

and  Uie>  ScAoai  Sec/tetam^ 


FRANK  W.  HUBBARD 

Director  of  Retoarefa.  National  Education  Aaaociation 


Woman  (and  school  secretaries)  are 
alleged  to  be  fragile.  Again  and  again 
the  classics  of  the  race  tell  us  so.  Even 
when  the  National  Education  Association 
was  organized  in  1857,  women  teachers 
could  only  be  associate  members.  As  such 
they  were  not  allowed  to  speak  in  the 
meetings  (I  shall  avoid  the  antique  wise¬ 
crack  that  might  be  made  on  that  rule). 
But  through  quiet  persistence  they  got 
some  attention  and  in  1858  were  given  a 
left-handed  greeting  in  a  resolution: 

Resolved,  That  we  are  encouraged  in 
our  work  by  the  approving  smiles  and  en¬ 
couraging  words  of  woman;  and  that  we 
regard  her  as  the  most  accomplished  and 
successful  teacher;  that  we  hail  as  hon¬ 
ored  co-laborers,  every  “Lady  Pilgrim” 
who.  with  high  and  holy  aims,  and  calm 
and  happy  mind  produced  by  the  perusal 
of  God’s  holy  W'ord,  and  with  healthful 
and  robust  body,  devotes  her  powers  to 
the  noble  work  of  education. 

Now,  wasn't  that  just  like  a  group  of 
men  (in  1858,  of  course)  ?  But  the  women 
had  their  innings — they  took  over  the  pro¬ 
fession  in  such  numbers  that  today  79 
per  cent  are  of  the  fragile  sex.  Now  I 
cringe  every  year  in  expectation  of  an 
NEA  resolution  welcoming  men  to  the 
teaching  profession! 

It  seems  to  me  that  one  part  of  the  1858 
res<dution  has  some  merit  with  regard  to 
school  secretaries.  If  men  teachers  were 
encouraged  in  1858  by  “approving  smiles 
and  encouraging  words,”  then  it  is  equally 
true  that  the  burdens  of  the  school  admin- 


Frank  W.  Hubbard 


istrator  may  be  similarly  lightened  today. 
My  first  impression  when  I  visit  schools 
and  school  systems  is  obtained  from  the 
school  secretary.  If  she  is  a  grouchy,  dis¬ 
persed  personality,  then  the  chances  are 
that  the  principal  will  be  far  from  my 
ideal  of  the  able  administrator.  If  she  is 
a  competent,  alert,  and  pleasant  secretary, 
then  the  whole  office — even  the  whole 
school  will  reflect  her  fine  qualities. 

That  may  sound  like  “eyewash”  but  it 
is  true  of  the  NEA  Research  Division. 

(Continued  on  Page  24) 


VIRGINIA  A.  HALSEY 


For  the  past  seven  years,  public  school  secretaries,  through  their  National  Associa¬ 
tion,  have  continually  voiced  ambitions  to  elevate  their  standing  in  the  school  system 
and  have  expressed  an  eagerness  to  acquire  some  of  the  attributes  of  a  profession.  The 
executive  committee  discussed  this  matter  at  great  length  in  Boston  and  reached  the 
conclusion  that,  as  a  first  step  toward  achieving  these  desires,  a  comprehensive  analysis 
should  be  made  of  the  functions  which  are  now  being  performed  by  secretaries  and 
other  clerical  workers  in  public  school  systems.  A  study  of  this  sort  would  give  definite 
and  exact  information  concerning  the  duties,  working  conditions  and  salaries  of  public 
school  secretaries  and  clerical  workers,  and  would  also  serve  as  a  basis  for  suggesting 
sound  programs  of  study  for  our  group. 

Through  the  findings  of  Doris  Bonar,  chairman,  and  the  committee  in  charge  of 
directing  studies  regarding  professional  training  for  school  secretaries,  it  is  known 
that  some  attempts  are  being  made  by  universities  and  other  institutions  of  higher  learn¬ 
ing  to  set  up  courses  designed  to  prepare  school  secretaries  for  their  work.  In  general, 
these  courses  follow  the  old  pattern  of  teacher  preparation  based  on  a  specific  number 
of  credit  hours  of  study  and  are  not  suited  to  the  needs  of  school  secretaries.  Further¬ 
more,  it  is  known  that  there  is  agitation  in  a  number  of  states  for  the  certification  of 
school  secretaries  and  it  seems  probable  that  in  the  near  future  some  legislative  bodies 
will  set  up  definite  requirements  for  certifying  these  school  employees.  In  the  absence 
of  any  sound  program,  the  resulting  legislation  is  likely  to  conform  to  the  pattern  de¬ 
signed  for  teachers.  It  is  desirable,  therefore,  to  make  a  thorough  study  of  the  work  and 
training  of  the  school  secretary  in  order  to  avoid  the  errors  inherent  in  hasty  legislation. 

The  executive  committee  has  decided  that  the  first  part  of  this  study  should  be  made 
through  questionnaires  sent  to  National  members.  These  questionnaires  will  be  sent  out 
some  time  in  January  or  February.  However,  the  study  will  have  value  only  if  each 
recipient  cooperates  by  answering  the  questions  fully  and  promptly. 

At  a  later  date  we  plan  to  extend  the  study  by  submitting  questionnaires  to  a  large 
sampling  of  school  superintendents,  principals  and  other  school  administrators  in  order 
that  we  may  have  their  opinions  with  regard  to  the  nature  of  the  school  secretary’s  duties 
and  the  qualifications  considered  most  important  in  the  performance  of  these  duties. 

After  the  study  is  completed  it  will  be  one  of  the  responsibilities  of  the  National 
Association  to  impress  upon  the  certifying  authorities  the  need  for  considering  the 
recommendations  growing  out  of  the  survey.  It  will  also  be  the  function  of  this  associa¬ 
tion  to  encourage  universities  and  other  institutions,  which  might  logically  be  in  a 
position  to  provide  instruction  for  secretaries,  to  adapt  their  programs  to  the  needs  of 
the  group  as  revealed  through  this  study.  A  still  further  responsibility  will  be  to  urge 
school  superintendents  and  boards  of  education  to  consider  the  recommendations  grow¬ 
ing  out  of  the  study  when  they  are  making  new  appointments. 
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Summary  of  Round  Table  Discussion 


Held  In  Boston — July  1. 

Topic:  The  Value  of  a  Professional  Organization 

LOUISE  H.  HENDERSON.  Chalnnan 
Phlladalphla,  PannsylTanla 


n 


A  profession  is  an 
“occupation  which  a 
person  chooses  be¬ 
cause  of  his  special 
fitness  for  it,  with  the 
principal  motive  of 
service  to  community” 
according  to  Mr.  Ly¬ 
man  C.  Hunt,  Super- 
,  ,  „  „  .  intendent  of  Schools, 

Burlington,  Vermont, 
who  opened  the  Round  Table  Discussion 
using  as  his  topic  How  Membership  In  A 
Professional  Organization  Increases  the 
V alue  of  A  School  Secretary.  Mr.  Hunt 
believes  those  who  choose  a  profession 
should  have  a  special  fitness  for  it  and  an 
intellectual  interest  in  that  particular  field, 
and  further,  that  its  members  must  have 
definite  preparation  and  professional  train¬ 
ing.  A  professional  group  should  have 
ethical  codes  of  its  own  which  grow  out 
of  its  own  experience  and  requirements 
and  should  show  continued  growth  in  the 
ability  to  be  of  service  through  an  im¬ 
proved  personnel.  Training  and  prepara¬ 
tion  of  this  type  will  lend  definite  distinc¬ 
tion  to  the  occupation  of  the  school  secre¬ 
tary  which  will  naturally  attract  persons 
who  are  particularly  fitted  to  meet  the 
requirements  of  the  position. 

Miss  Pauline  Meads,  Past  President  of 
the  Massachusetts  Association  of  School 
Secretaries,  Wakefield,  Massachusetts,  in 
treating  this  topic  from  the  angle  of  W'hat 
Membership  in  A  Professional  Organiza¬ 
tion  Means  to  the  School  Secretary  As  An 
Individual,  emphasizes  the  value  of  the 
friendships  formed  through  organization. 
She  tells  us  that  the  magic  which  produces 
these  friendships  is  a  common  interest,  a 
basic  problem,  and  a  universal  need.  Or¬ 
ganization  provides  the  opportunity  for 
socialability.  At  group  meetings  the  group 


is  entertained  and  inspired.  Meetings  af¬ 
ford  the  opportunity  to  compare  notes,  in¬ 
terchange  experiences,  ask  for  help,  and 
offer  advice.  Miss  Meads  points  out  that 
in  our  organizations  we  find  exemplary 
secretaries  who  are  an  inspiration.  She 
stresses  the  fact  that  the  cry  of  the  in¬ 
dividual  cannot  hope  to  be  heard — all  for¬ 
ward  steps  can  only  be  taken  with  the 
support  of  an  organized  group. 

How  Membership  in  A  Professional  Or¬ 
ganization  Increases  the  Value  of  A  School 
Secretary  to  Education  was  discussed  by 
Miss  Sylvia  Brooks,  President  of  the  Mil¬ 
waukee  Association  of  School  Secretaries. 
Miss  Brooks  points  out  that  individual 
leadership  and  organized  cooperation  are 
important  factors  for  educational  progress. 
Quotations  from  many  different  sources 
are  used  to  show  the  values  derived  from 
membership  in  an  organization.  In  a  very 
intimate  and  delightful  manner  Miss 
Brooks  tells  us  what  membership  in  pro¬ 
fessional  organizations  has  meant  to  her. 
From  the  social  standpoint  she  has  ex¬ 
tended  her  sphere  of  interest.  Attendance 
at  conventions  provides  a  mental  stimulant 
and  relaxation.  From  the  cultural  stand¬ 
point  contacts  with  leading  educators  and 
others  provide  a  broader  overview.  Miss 
Brooks  has  found  that  the  ability  to  get 
along  with  people  is  just  as  important  as 
education.  From  the  professional  stand¬ 
point  she  tells  us  that  by  sharing  our  ideas 
and  adopting  those  better  than  our  own 
we  increase  our  efficiency  and  value  to 
education.  She  goes  on  to  point  out  how 
her  state  association  effected  a  financial 
saving  to  the  Board  of  Education.  It  did 
not  require  membership  in  a  professional 
organization  to  make  her  realize  the  need 
for  specialized  training,  but  the  discussion 
of  the  problem  and  the  knowledge  that 
(Continued  on  Page  32) 
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BELLE  S.  EXJEHNY 


“It  is  only  through  labor  and  prayerful  effort,  by  grim  energy 
and  resolute  courage,  that  we  move  on  to  better  things.” 

Theodore  Roosevelt. 

Greetings  to  all!  Back  home  again  after  a  delightful  trip  across  the  continent. 
What  fun  it  was  to  see  all  of  you  once  more.  Of  course,  quite  a  number  of  our  members 
were  missing,  and  many  new  faces  were  there.  New  friendships  were  formed  and  I  am 
sure  we  all  gathered  inspiration  to  continue  in  our  endeavors  and  ever  look  forward 
toward  the  goal  for  which  we  are  striving. 

It  hardly  seemed  like  a  convention  without  the  inspiring  presence  of  our  “Goodwill 
Ambassador”  Cameron  Beck,  also  Alice  Teegarden.  We  missed  both  her  cheerful  smile 
and  sound  counsel.  Florence  Stubbs,  our  “Listening  In”  editor  was  among  the  missing. 
We  hope  to  see  them  in  Denver  next  July. 

We  are  indebted  to  Mr.  Robert  Elliot,  our  genial  printer,  for  the  new  cover  design 
on  this  issue.  Thanks,  Mr.  Elliot. 

Do  you  know  that  Helen  Dean,  Portland,  Oregon,  one  of  our  fornter  officers,  was 
married  on  August  1  to  Mr.  Carl  Henry  Sohn! 

Do  you  know  that  we  are  losing  Mildred  Funk,  a  member  of  the  executive  board. 
Mildred  has  accepted  a  very  fine  position  in  the  business  world  in  Detroit! 

Echoes  from  the  Boston  convention,  three  of  our  members  are  allergic  to  “Sea 
Captains.”  No  names  mentioned. 


Do  you  know  that  the  Newsletter  from  Los  Angeles  has  issued  its  first  “Extra.” 
The  edition  was  limited — will  reprint  it  in  full,  it  may  influence  many  to  attend  con¬ 
ventions: 

OFFICIAL  PUBLICATION  OF  THE  SECRETARIAL  ASSOCIATION 
OF  THE  LOS  ANGELES  CITY  SCHOOLS 
Or  a  Reasonable  Facsimile  Thereof 
By  Dorothy  Dolberg 
HEAR  YE!!  HEAR  YE!! 

Junior  Past  President  of  the  Secretarial  Association  completely  reverses  opinions  on 
conventions  and  unions. 

Conventions  are  wonderful  .  .  .  every  president  should  attend  if  she  is  interested  in 
a  union.  Boston  results  are: 

Time:  About  December  25 
Place:  Belvidere,  Illinois 
The  Man:  Walter  Holtfreter 
The  Gal:  Dorothy  Dolberg 


Don't  Forget  to  Send  in  Your  Membership  Dollar!!! 
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Annual  LUNCHEON 

MaDRED  FARNER 
Findlay,  Ohio 


The  Crystal  Ball¬ 
room  of  the  Hotel 
Kenmore  furnished  a 
most  beautiful  set¬ 
ting  for  the  annual 
luncheon  of  the  Na¬ 
tional  Association  of 
School  Secretaries 
which  was  held  in 
Boston,  Wednesday, 
July  2. 

The  mirrored  windows  framed  in  ivory 
and  gold  reflected  the  beautiful  crystal 
chandeliers  in  which  colored  lights  were 
used  giving  a  most  unusual  and  pleasing 
eflfect. 

The  luncheon  tables  were  very  attrac¬ 
tively  decorated  in  keeping  with  the  theme 
of  the  convention.  ’  The  centerpieces  were 
miniatures  of  Plym«uith  Rock  on  which 
had  been  painted  in  white  the  numerals 
1620.  Standing  in  a  circle  around  the 
rock  were  ten  little  gray  and  white  clad 
pilgrim  maids  made  of  crepe  paper.  At 
each  place  was  a  gay  little  red  h<»x  with 
red  cord  holding  a  card  in  place  on  which 
was  printed  the  inscription: 

“Light  the  bayberry  candle. 

Snuff  it  often,  too. 

For  the  brighter  that  it  burns 
The  more  luck  ’twill  bring  to  you. 

Within  the  box  were  two  hand-dipped 
bayberry  candles.  They  came  from  the 
Colonial  Candle  Shop  at  Hyannis.  Massa¬ 
chusetts.  makers  of  original  hand-dipped 
candles. 

I  won’t  tempt  you  by  giving  the  menu, 
hut  in  passing  I  wish  to  mention  that  the 
piece  de  resistance  was  the  dessert — choc¬ 
olate  ice  cream  in  the  shape  of  Plymouth 
Rock  resting  upon  green  spun  sugar,  rep¬ 


resenting  the  dashing  waves,  with  “1620” 
in  red  icing  on  the  top. 

After  the  invocation,  which  was  deliv¬ 
ered  by  Miss  Lydia  Bagdikian.  Mrs.  Hal¬ 
sey  introduced  Mr.  Walter  F.  Downey, 
Massachusetts  State  Commissioner  of  Edu¬ 
cation.  who  extended  a  word  of  welcome. 
Greetings  were  also  extended  by  Mrs. 
Minetta  Hastings  from  Madison,  Wiscon¬ 
sin,  representing  the  National  Congress 
of  Parents  and  Teachers,  and  Mrs.  Carrell 
R.  Reed,  wife  of  the  former  president  of 
the  American  Association  of  School  Ad¬ 
ministrators.  We  were  especially  honored 
by  the  presence  of  Governor  James  H. 
Price  of  Virginia,  who  graciously  con¬ 
sented  to  make  an  impromptu  speech. 
Next.  Mr.  W.  H.  Pillsbury,  president  of 
the  American  Association  of  School  Ad¬ 
ministrators  and  superintendent  of  schools 
in  Schenectady,  New  York,  extended  a 
greeting,  and  the  concluding  remarks  were 
made  by  Mrs.  Myrtle  Hooper  Dahl,  presi¬ 
dent-elect  of  the  National  Education  As¬ 
sociation. 

The  officers  and  the  convention  chair¬ 
men  were  then  presented,  after  which  a 
roll  call  by  states  was  conducted,  showing 
that  22  out  of  the  48  states  were  repre¬ 
sented. 

Dr.  Lloyd  W.  King.  Missouri  State  Su¬ 
perintendent  of  Public  Instruction,  gave 
the  address,  using  as  his  subject  “All 
Hail.”  After  being  introduced  by  Mrs. 
Halsey  he  very  cleverly  told  the  story  of 
the  man  who  was  addressing  a  group  of 
inmates  at  an  insane  asylum.  Unthink¬ 
ingly  he  used  his  customary  opening  re¬ 
mark.  “Why  are  we  here?”  and  a  man  in 
the  back  row  called  out,  “I  don’t  know 
why  you’re  here.  Mister,  but  we’re  here 
because  we’re  not  all  there.” 


Mlldrad  Famar 
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MR.  LLOYD  W.  KING 
Missouri  Slat*  Supsrintsndsnt  of  Public 
Instruction,  who  dslivsrod  tho  main  ad- 
dross  at  tho  Annual  Lunchoon  hold  in 
Boston,  July  2. 


Dr.  King  said: 

“I  am  going  to  be  brief,  but  sincere.  I 
am  using  the  language  that  Jesus  of  Naza¬ 
reth  used  after  he  arose  and  met  the  tw«> 
Marys.  It  is  a  salutation — ‘All  Hail!’  It 
is  appropriate  that  I  as  a  state-elected  offi¬ 
cial  address  who  are  engaged  in 

the  educational  school  program  of  the 
United  States  in  terms  that  were  used  by 
the  Master  Teacher.  It  is  appropriate 
that  we  as  school  people  use  the  term  of 
Jesu.s,  since  perhaps  in  few  places  in  the 
world  today  can  the  term  be  used  by  peo¬ 
ple  who  are  employed  by  the  state.  I  am 
permitted  to  speak  in  the  language  of 
Jesus  of  Nazareth,  although  in  Germany, 
Russia,  Japan,  and  Italy  this  cannot  be 
done.  But  we  here  can  speak  in  the  terms 
of  Jesus  of  Nazareth. 

“Ail  Hail,  as  efficient  and  successful 
school  secretaries.  Dale  Carnegie  is  a 
native  of  my  state,  but  if  /  hail  you  as  suc¬ 
cessful  individuals,  I  would  hail  you  as 
people  who  because  of  your  peculiar  posi¬ 
tion  find  it  necessary  to  develop  person¬ 
ality.  You  are  the  interpreters  of  educa- 

L _ 


THE  HONORABLE  JAMES  H.  PRICE 
Govarnor  oi  tha  Stata  oi  Virqinia,  who 
aapacially  honorad  ua  by  attandinq  tha 
Annual  Lunchaon  on  July  2,  and  qivinq 
a  most  inspiring  impromptu  addrass. 

tion.  You  are  the  people  who  represent 
the  first  line  of  contact  with  the  public. 
So,  then,  it  would  be  necessary  for  you 
to  develop  those  traits  of  character  that 
make  you  successful,  refined  individuals. 

“Then,  frankly,  it  is  necessary  to  be 
hailed  as  persons  who  are  guiding  human 
beings  to  develop  a  certain  integrity  which 
is  necessary  for  the  discernment  of  propa¬ 
ganda.  We  are  teaching  our  youth  to 
disc*;rn  propaganda.  I  feel  that  there 
must  be  a  marked  change  if  people  are  to 
possess  a  definite  spiritual  integrity. 

“I  think  it  essential  for  anyone  who 
works  in  a  public  school  system  to  be  able 
to  manage  her  own  individual  affairs.  I 
don’t  know  why  secretaries  lose  their  jobs 
but  I  do  know  how  superintendents  lose 
their  jobs  and  it  is  because  they  are  un¬ 
able  to  administer  their  own  personal 
equations  and  to  handle  their  own  affairs. 
It  is  necessary  to  be  able  to  handle  your 
own  finances  to  be  possessed  of  economical 
integrity. 

“To  hail  you  as  people  who  really  like 
people.  You,  because  of  your  peculiar 
(Continued  on  Page  27) 
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Boston,  Massachusetts,  June  29-July  3,  1941 


DOROTHY  ABBOTT 
Montclair,  N*w  Inrany 


PrMidnnt'a  Racaption 
to  Mambara 

Our  conven- 
tion  opened  on  Sun¬ 
day  afternoon,  June 
30,  in  the  Silver 
Room  of  the  Hotel 
Kenmore.  Mrs.  Vir¬ 
ginia  Halsey,  our 
Dorothy  Abbott  president,  welcomed 
each  of  us  as  we  en¬ 
tered  the  door  and  introduced  us  to  those 
whom  we  did  not  know.  After  enjoying 
punch  and  cookies,  some  of  the  girls  left 
to  attend  the  NEA  Vesper  services, 
which  were  held  in  the  Old  North  Church 
and  several  other  historic  spots.  Others 

remained  to  chat. 


Maaaachuaatta  Suppar 

At  six-thirty  we  gathered  in  the  Crystal 
Room  for  the  supper  which  was  given  by 
the  Massachusetts  Association  of  School 
Secretaries,  Miss  Lydia  Bagdikian  presid¬ 
ing.  This  room,  as  well  as  all  of  our 
meeting  rooms,  was  air-conditioned,  a  con¬ 
venience  for  which  we  were  most  grateful 
throughout  the  convention.  After  the  in- 
v«>cation,  “The  Lord’s  Prayer,”  which  was 
sung  by  Miss  Catherine  McCoy,  we  sat 
down  at  tables  decorated  with  red,  white 
and  blue  candles,  attractive  menu  cards 
in  identical  colors  and  small  corsages  of 
flowers  in  matching  shades,  one  for  each 
girl.  Our  hostesses  wore  white  dresses 
and  becoming  red,  white  and  blue  paper 
hats.  To  complete  the  patriotic  color 
scheme,  the  cut-glass  chandeliers  con¬ 
tained  red  and  blue  electric  light  bulbs. 

After  a  delicious  meal,  during  which 
we  became  well  acquainted  with  our  table 
mates,  we  were  entertained  with  a  most  en¬ 
joyable  musical  program.  Solos  were  sung 
by  Miss  Catherine  McCoy,  Mr.  William 
Pollard  and  Mr.  Jerome  Sisson,  and  read¬ 


ings  were  given  by  Mrs.  Flora  Haviland 
McGrath.  All  of  these  people  were  from 
the  Needham.  Mas.sachusetts,  Schools. 
Following  the  music  we  were  to  have 
played  games,  but,  since  it  was  nearly 
eleven  o’clock,  we  felt  that  there  was  not 
time,  si>  a  number  of  prizes  were  distrib¬ 
uted  among  those  whose  birthday  it  was 
and  those  who  had  traveled  the  longest 
di.stance  to  attend  the  convention.  Other 
prizes  were  given  to  Miss  Louise  Hender¬ 
son,  our  honorary  president,  and  Miss 
Nellie  Russell  of  Wakefield,  who  wrote  the 
words  to  the  song.  “We’re  Secretaries.” 
with  which  we  concluded  the  evening. 

Sighls«*inq  Trip  to  Wayaido  Inn 

Monday  morning  shortly  after  nine 
o’clock  we  assembled  in  front  of  the  Ken¬ 
more  beneath  the  sign  which  read,  “Wel¬ 
come,  National  Association  of  School  Sec¬ 
retaries.”  S<M)n  our  busses  arrived  and 
we  were  off  on  a  sightseeing  tour  of  Old 
Boston,  Concord.  Lexington  and  «)ther  his¬ 
toric  places.  Down  past  the  Public  Gar¬ 
dens,  the  Common,  the  old  State  House, 
Faneuil  Hall,  and  the  Old  North  Church 
we  rode  to  Paul  Revere’s  house.  Paul 
Revere  was  something  of  a  jack-at-all 
trades,  for  he  tried  his  hand  at  everything 
from  silversmithing  to  extracting  teeth. 
In  his  house  are  displayed  many  silver, 
copper,  pewter  and  other  articles  which 
he  made,  and  the  walls  of  the  rooms  are 
adorned  with  letters  of  ancient  vintage. 
A  few  minutes  after  leaving  this  house  we 
stopped  at  Bunker  Hill  Monument  and  up 
the  steps  to  the  entrance  we  trooped  only 
to  be  told  to  return  to  our  busses.  It 
seems  that  someone  merely  wanted  to  take 
a  picture  of  the  landmark  and  the  rest  of 
us  just  automatically  trailed  along. 

Next  we  went  to  the  Botanical  Museum 
of  Harvard  University  to  see  the  Ware 
Collection  of  Blaschka  glass  flowers, 
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famed  throughout  the  world  for  their  life¬ 
likeness  and  natural  resemblance  to  real 
flowers.  In  fact,  these  specimens  not  only 
did  not  appear  to  be  made  of  glass,  they 
actually  gave  one  the  feeling  that  they 
had  just  been  picked  and  placed  inside 
the  glass  cases.  We  became  absorbed  in 
the  many  varieties  of  plants  and  flowers 
and  completely  lost  track  of  the  time  until 
the  sudden  blowing  of  a  bus  horn  re¬ 
minded  us  that  there  were  other  places 
which  we  were  scheduled  to  visit.  As  we 
sped  along  our  driver  pointed  out  the 
homes  of  Henry  Wadsworth  Longfellow 
and  other  famous  people,  accompanying 
his  descriptions  with  recitations  of  well- 
known  verses  of  poetry. 

About  twelve-tbirty  we  reached  Sudbury 
and  before  proceeding  to  the  Wayside  Inn, 
where  we  were  to  have  luncheon,  we  rode 
past  the  General  Store,  now  closed  be¬ 
cause  of  lack  of  business,  the  old  Crist 
Mill,  where  wheat  and  corn  are  still 
ground  by  the  turn  of  a  water  wheel,  and 
the  Little  Red  Stone  Schoolhouse  to  which 
Mary  was  followed  by  her  little  lamb. 
Upon  arrival  at  the  Inn,  eighty-two  of  us 
sat  down  to  an  appetizing  meal  amid  sur¬ 
roundings  of  long  ago,  and  later  we  were 
conducted  through  the  various  rooms  to 
see  the  heirlooms  of  the  Howe  family  that 
Henry  Ford  has  re-collected  and  placed  in 
their  original  settings.  The  house,  which 
was  built  by  Samuel  Howe  in  1686,  re¬ 
mained  in  the  Howe  family  until  1897  and 
was  purchased  by  Mr.  Ford  in  1923.  Out¬ 
doors  we  roamed  the  garden,  visited  the 
coach  house  and  enjoyed  the  peacefulness 
of  the  countryside.  But  soon  it  came  time 
to  leave  “Howe’s  Tavern”  or  “The  Red 
Horse  Tavern,”  as  it  was  known  at  various 
times,  and  to  proceed  to  Concord  and 
Lexington. 

We  stopped  for  a  few  minutes  at  the 
Old  North  Bridge  in  the  former  town,  be¬ 
side  which  stands  a  monument  built  in 
commemoration  of  the  momentous  battle 
when  “liberty  was  born.”  At  this  point 
Mrs.  Belle  Kuehny  took  up  a  small  col¬ 
lection  and  composed  the  following  poem 
to  our  bus  driver  and  guide,  whose  witty 


remarks  and  numerous  poetic  recitations 
had  entertained  us  almost  constantly: 
“Here’s  to  the  driver  who  knows  all  the 
lines. 

History  and  dates  and  even  the  rhymes. 
We  school  secretaries  give  you  this — 

But  to  Miss  Priscilla*  go  for  your  kiss.” 

Belle  read  her  poem  not  only  to  its  sub¬ 
ject  but  to  our  entire  group  and  in  order 
to  do  so  she  used  the  loud  speaker  through 
which  our  guide  had  been  talking.  But, 
alas,  she  had  no  sooner  uttered  these 
words  than  there  was  a  short  circuit,  some 
smoke  and  the  microphone  went  out  of 
commission.  The  implication  of  those  re¬ 
marks  must  have  been  too  hot.  Belle! 

A  few  moments  later  we  stopped  at 
Orchard  House,  the  home  of  Louisa  May 
Alcott,  and  saw  some  of  the  old  furniture 
used  by  the  family  and  the  sketches  on  the 
wall  drawn  by  May  (“Amy”  in  “Little 
Women”).  Under  way  again,  we  passed 
the  home  of  Ralph  Waldo  Emerson  and 
Hawthorne’s  “Wayside,”  then  on  to  Lex¬ 
ington  and  the  memorials  to  the  Minute 
Men,  thence  to  Boston  and  our  headquar¬ 
ters  hotel. 

NXA.  Receptton 

After  a  late  supper  and  dressed  in  our 
best,  some  of  us  attended  the  NEA  Re¬ 
ception  held  at  the  Statler  Hotel  in  honor 
of  President  Donald  DuShane.  The  re¬ 
ceiving  line  seemed  endless  but  we  soon 
joined  the  dancers  in  the  ballroom  for  an 
enjoyable  hour  or  two. 

Demonstration  of  Business  Machines 

The  demonstration  of  business  machines 
was  held  in  the  Silver  Room  at  nine 
o’clock  on  Tuesday  morning.  Miss  Bertha 
Lightbody  presided. 

Delegates  Meeting 

At  ten-thirty  a  meeting  of  delegates, 
state  chairmen  and  presidents  of  local  and 
state  associations  was  held  in  the  Em¬ 
bassy  Room,  Mrs.  Helen  Aitken  pre¬ 
siding. 

Roundtable  Discussion 

At  tbe  conclusion  of  the  delegates’  meet¬ 
ing  some  of  us  walked  down  the  street  to 

*.Miss  Priscilla  was  the  teacher  at  the  Little 
Red  Stone  Schoolhouse. 

(Continued  on  Page  35) 
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The  Coolest  Spot  in  Town 

ANNE  I.  CRITCHLOW 
S«lt  Lak*  City.  Utah 


“If  you  don't  like 
Boston  weather,  wait 
a  minute!”  This  was 
the  advice  given  t<» 
the  sizzling  schtHd 
secretaries  who  reg¬ 
istered  in  the  Silver 
Room  of  the  Ken- 
more  Hotel.  Those  of 
Ann*  I.  Critchlow  US  from  the  West. 

where  summer  heat 
clamps  down  and  stays  clamped  day  after 
day,  t<M>k  this  dubious  promise  with  a 
grain  of  salt  and  were  inwardly  thankful 
that  arrangements  had  been  made  to  hcdd 
all  meetings  in  air-conditioned  rooms. 
This  secretarial  foresight  made  the  head¬ 
quarters  and  meeting  places  of  the  Na¬ 
tional  Association  of  School  Secretaries 
the  envy  of  all  delegates  to  the  NEA  who 
happened  to  stray  in  our  direction.  Our 
meeting  place  was  always  “the  coolest 
spot  in  town”  and  one  superintendent  at¬ 
tributed  the  accomplishment  to  the  long 
practice  most  secretaries  have  of  getting 
their  “bosses”  out  of  “hot  spots.” 

On  Wednesday  morning,  the  fourth 
morning  of  the  convention,  there  was  a 
detailed  discussion  of  the  effectiveness  of 
schmil  secretaries  in  lessening  the  clerical 
burdens  of  the  teachers,  led  by  Mr.  Ed¬ 
ward  J.  Landy.  Director  of  Guidance  of 
the  Montclair,  New  Jersey.  High  School. 
Mr.  Landy  stated  that  many  changes  have 
taken  place  in  the  schools  in  recent  years. 
In  secondary  sch(Hils  the  enrollment  has 
doubled  during  each  decade.  At  the  pres¬ 
ent  time  people  are  tax  conscious  and  we 
are  experiencing  an  economy  drive. 

An  increased  desire  on  the  part  of  most 
f)eople  for  a  secondary  school  education 
has  resulted  in  con.stant  improvement  in 
methods  and  techniques  over  a  period  of 
years.  Tests,  measurements  and  cumula¬ 
tive  records,  now  considered  necessary, 
have  increased  teacher  loads,  which  in 
turn  have  resulted  in  more  complex  cleri¬ 


cal  work  and  have  placed  additional  bur¬ 
dens  on  secretaries.  And  since  the  sec¬ 
ondary  school  is  a  terminal  school  for  a 
large  i)art  of  our  youth,  revision  of  the 
curriculum  and  courses  of  study  have  been 
necessary. 

“To  do  more  work  without  additional 
help  demands  a  detailed  study  of  your 
job.  It  means  that  you  must  organize 
your  work  for  greater  efficiency  and  thus 
be  able  tt*  recommend  to  your  superin¬ 
tendent  improved  changes  in  record  cards 
and  procedures.  As  an  aid  in  this  you 
must  take  courses.  You  will  also  need  to 
increase  your  influence  for  g(M)d  morale.” 

This  expansion  in  the  schools  not  only 
affects  .secondary  school  secretaries  but 
also  elementary  and  admini.strative  secre¬ 
taries.  Thus  these  secretaries  need  to 
study  their  jobs  in  the  same  way  in  order 
to  increase  their  efficiency. 

At  the  conclusion  of  Mr.  Landy’s  talk  the 
meeting  broke  up  into  three  groups,  ele¬ 
mentary.  secondary  and  administrative,  for 
informal  discussion  of  the  problems  of 
the  elementary  school,  secondary  school 
and  administrative  office  secretary,  respec¬ 
tively.  The  leader  of  the  elementary  group 
was  Miss  Martha  M.  Robertson  of  High¬ 
land  Park.  Michigan.  The  leader  of  the 
secondary  group  was  Mrs.  MaBelle  Spang¬ 
ler  of  Denver,  Colorado,  and  the  leader  of 
the  administrative  group  was  Miss  Vir¬ 
ginia  L.  Barcus  of  Akron.  Ohio. 

The  smallness  and  informality  of  the 
group  meetings  broke  down  the  reserve 
that  had  silenced  many  of  the  girls  in  the 
larger  meetings  and  gave  them  courage  to 
ask  questions  and  seek  information  about 
specific  problems  that  had  bothered  them. 
The  interest  in  the  small  meetings  was 
keen  and  their  value  no  doubt  lies  in  the 
rare  opportunity  to  exchange  ideas  with 
girls  from  all  parts  of  the  country  who  are 
experiencing  the  same  problems  and  doing 
the  same  kind  of  work. 
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Dear  Listeners-In : 

We  have  passed 
another  milestone  in 
the  existence  of  our 
National  Association 
of  School  Secretaries, 
and  are  on  the 
threshold  of  what 
promises  to  be  an¬ 
other  busy  and  mo¬ 
mentous  year.  We 
can  see  such  a  little  way  into  the  future 

and  what  it  has  in  store  for  us,  but  each 

one  of  us  can  live  a  day  at  a  time,  putting 
into  that  day  the  very  best  she  can  give  of 
service  and  accomplishment.  I  think  we 
can  look  back  on  each  year  since  that  little 
band  gathered  in  Washington,  D.  C.,  in 
1934,  and  realize  that  we  have  really  gone 
a  long  way  in  acc«>mplishment  and  in  cre¬ 
ating  a  feeling  of  unity  among  ourselves. 
How  much  more  we  may  accomplish  in  the 
years  ahead,  depends  in  a  very  large  meas¬ 
ure,  upon  each  one  of  you — for  we  shall 
grow  to  the  extent  to  which  you  will  put 
your  efforts  and  enthusiasm  to  work  in 
our  common  cause.  So  that  we  may  keep 
more  closely  in  touch  with  each  other, 
and  know  what  is  being  done  in  all  sec¬ 
tions  of  the  country,  I  am  asking  all  of 
you  again  to  tell  me  what  is  being  done 
in  your  own  particular  local  group  so  that 
1  may  pass  it  on  to  others.  Just  send  me 
your  bulletin,  if  you  issue  one,  or  an  ac¬ 
count  of  your  activities,  and  I  shall  be 
happy  to  see  that  it  gets  space  in  the 
National  Secretary. 

Sincerely  yours, 

Florence  R.  Stubbs,  Secretary, 
North  High  School,  Denver,  Colorado. 


Akron,  Ohio 

The  Northeastern  Ohio  School  Secre¬ 
taries’  Association  is  now  a  definite  divi¬ 
sion  of  the  Northeastern  Ohio  Teachers’ 
Association  which  holds  two  meetings  a 
year — one  in  the  fall  of  the  year  in  Cleve¬ 
land,  and  the  spring  meeting  in  one  of 
the  other  cities  of  Northeastern  Ohio. 
Akron  was  chosen  as  host  for  the  spring 
meeting  this  year  and  the  program  which 
appeared  in  “The  Broadcaster”  hM)ked  as 
though  it  must  have  been  a  m<»st  inter¬ 
esting  and  successful  affair.  One  hundred 
and  seven  of  the  Akron  Secretaries  were 
present  and  representatives  from  the  fol¬ 
lowing  cities  and  towns  attended:  Alli¬ 
ance,  Canton,  Cleveland,  Garfield  Heights, 
Lakewood,  Mentor,  Millersburg,  and 
Wooster. 

The  annual  May  Breakfast  of  the  Akron 
Association  of  School  Secretaries  was  held 
on  Saturday,  May  10,  at  the  Smorgasbord 
near  Stow.  Breakfast  was  served  at  nine 
o’clock — a  breakfast  of  astounding  pro¬ 
portions — and  an  interesting  program 
followed. 

“The  Broadcaster”  is  the  bulletin  issued 
by  the  Akron  Association  and  is  full  of 
news  items  concerning  members  and  the 
various  activities  of  this  group.  I  hope 
I  may  continue  to  receive  the  bulletin  so 
that  I  may  pass  on  to  others  the  news  of 
the  Akron  girls. 


Arizona 

From  Mrs.  Grace  Holt,  state  member¬ 
ship  chairman  for  the  National  Associa¬ 
tion  of  School  Secretaries,  comes  a  copy 
of  a  questionnaire  which  was  sent  out  last 
spring  to  all  the  secretaries  in  the  Arizona 
schools.  It  is  headed  as  follows:  “The 
National  Association  of  School  Secretaries 
(Continued  on  Page  43) 


Flor«nca  Stubb* 
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LOCill.  STATE  ISD  SATIESAl 

One,  and  One-  AW' 

Meeting  of  Delegates,  State  Chairmen,  and  Presidents  of 
Local  and  State  Associations 


MISS  DOROTHY  ABBOTT 

Secretary,  Board  of  Education,  Montclair.  Now  Joraoy 


At  ten-thirty  on  Tuesday,  July  1,  a  meet¬ 
ing  of  delegates,  state  chairmen  and  presi¬ 
dents  of  local  and  state  associations  was 
held  in  the  Embassy  Room,  Mrs.  Helen 
Aitken  presiding.  Miss  Leona  Brocksmith 
of  Vincennes,  Indiana,  was  our  first 
speaker.  She  stressed  the  importance  of 
attempting  some  project  even  if  it  did  not 
succeed,  for  she  feels  that  if  we  don’t  at¬ 
tempt  something  we  shall  never  get  any¬ 
where.  She  told  us  of  the  effort  of  her 
state  association  to  carry  out  two  projects 
during  the  past  year,  both  of  which  ended 
in  failure,  and  she  concluded  her  remarks 
with  a  quotation  which  reads,  “Stand  up 
to  be  seen,  speak  up  to  be  heard  and  sit 
down  to  be  appreciated.” 

Our  next  speaker  was  Miss  Amelia  Gar- 
her  of  the  Virginia  State  Department  of 
Education  at  Richmond.  She  said  that  in 
speaking  to  us  she  was  seeking,  rather 
than  giving,  information  and  that  as  a 
member  of  a  state  department  of  educa- 
cation  she  felt  the  need  for  discussing 
common  problems  with  secretaries  in  the 
same  field  in  other  states.  “I  feel  very 
strongly,”  she  stated,  “that  we  shall  have 
to  sell  ourselves  on  the  idea  of  being  pro¬ 
fessional  in  our  work  and  attitudes  and  be 
willing  to  discipline  and  train  ourselves  to 
this  end  if  we  are  to  have  a  solid  basis 
upon  which  to  build  for  the  future.  We 
must  put  forth  a  sincere  effort  and  show 
that  we  desire  recognition  if  it  is  to  be  ob¬ 
tained.” 

Miss  Nellie  Kruys  of  Salt  Lake  City, 
Utah,  then  told  us  that  we  should  claim 
for  our  profession  the  respect  that  it  de¬ 
serves  and  that  we  must  further  that  rec¬ 
ognition  by  taking  courses.  She  spoke  of 
the  success  of  courses  given  in  Salt  Lake 
City  for  local  secretaries  and  those  in 
nearby  towns.  Sbe  pointed  out  that  when 


administrators  learn  of  our  interest  and 
desire  to  progress  they  will  be  more  eager 
to  help  us.  In  closing  she  said,  “It  takes 
the  cooperation  of  the  crew  to  keep  the 
boat  going.  The  officers  can  only  guide 
the  ship.” 

Miss  Madelyn  Ballard  of  the  Foxcroft 
Academy  in  Dover-Foxcroft,  Maine,  then 
spoke  to  us  on  the  subject  of  “We  Seek 
National  Recognition.”  Miss  Ballard  told 
us  that  “Those  objectives  of  ours — Serv¬ 
ice  and  Information — will  give  to  our  po¬ 
sition  ‘Recognition’.  But  what  material 
recognition  are  we  gaining?  It  is  only 
through  progressive  organization  that  we 
can  pull  together  and  gain  the  things  we 
want.  Then,  again,  what  security  are  we 
offered  in  the  future?”  After  describing 
the  progressive  step  which  the  Maine  As¬ 
sociation  was  able  to  take  this  year.  Miss 
Ballard  said,  “We  have  brought  about  an 
amendment  to  the  Teachers’  Retirement 
Act  which  will  include  school  secretaries 
and  other  educational  employees.  Thus, 
we  in  Maine  feel  that  we  have  gained  a 
foothold  on  the  recognition  and  profes¬ 
sional  advancement  for  which  we  strive,” 

Miss  Martha  Painter  from  the  Missouri 
State  Department  of  Education  at  Jeffer¬ 
son  City  then  gave  us  the  following  chal¬ 
lenge:  “She  who  has  but  a  vision  is  a 
dreamer.  She  who  has  but  a  program  is 
a  worker.  She  who  has  both  a  vision  and 
a  program  is  a  leader,”  Miss  Painter 
went  on  to  say,  “An  organization  of  school 
secretaries  in  order  to  be  a  vital,  worth¬ 
while  organization  must  have  both  a  vision 
and  a  program.  An  organization  can  have 
a  vision  and  a  program  only  when  its  in¬ 
dividual  members  have  both  definite  vision 
and  a  progressive  program,”  Then  she 
enumerated  the  goals  which  we  as  secre¬ 
taries  hope  to  achieve. 
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Miss  Evelyn  Bauman  of  Milwaukee, 
Wisconsin,  whose  paper  was  read  by  Miss 
Esther  Lawrie,  also  of  Milwaukee, 
stressed  the  fact  that  “in  unity  there  is 
strength.  Local,  state  and  national  do  not 
detract  from  one  another,”  she  said. 
“There  must  he  a  close  bond  between  the 
three  groups,  for  we  must  not  work  as 
individuals  but  as  a  group.”  Then  she 
told  us  some  of  the  ways  by  which  the 
three  groups  can  cooperate  and  cited  an 
instance  within  her  local  association. 

Our  last  speaker  was  Miss  Alice  Luckey 
from  Denver,  Colorado.  She  feels  that 
we  should  have  in-service  instruction  and 
that  the  work-shop  idea  is  a  step  forward 
and  should  promote  understandings  be- 


ciation  not  only  needs  you  but  you  need 
your  association.” 


tween  departments.  In  conclusion  she 
said,  “It  is  our  hope  in  the  future  to  be 
able  to  establish  such  a  program  to  create 
better  understanding  of  the  problems  of 
school  secretaries  and  to  make  it  possible 
for  us  to  be  of  greater  service  to  each 
other.” 

Following  the  reading  of  the  papers 
Mrs.  Aitken  remarked  that  “we  must 
keep  the  vision  of  the  whole  before  us.” 

The  she  threw  the  meeting  open  for  dis¬ 
cussion. 

It  was  suggested  that  we  hold  classes 
for  new  secretaries  and  that  meetings 
could  by  addressed  by  heads  of  various 
departments.  Thus  girls  would  become 
familiar  with  their  jobs  in  the  very  be¬ 
ginning.  It  was  felt  that  the  workshop 
idea  was  an  excellent  plan  also.  Some 
groups  have  been  addressed  by  telephone 
men,  either  local  or  those  in  the  Michigan 
Bell  Telephone  lecture  series.  In  one 
place  where  there  is  a  workshop  the  meet¬ 
ings  are  held  from  three-thirty  to  five 
o’clock  one  afternoon  a  month.  This 
group  started  out  as  a  discussion  group 
under  the  supervision  of  an  assistant  su¬ 
perintendent. 

Our  attitude  in  regard  to  our  associa¬ 
tion  should  not  be  “what  will  I  get  out 
of  it?”  but  “what  have  I  to  give  to  it?” 

“If  you  consider  a  job  worth  taking,  it 
must  be  worth  respecting.  You  must  re¬ 
spect  and  build  up  what  you  are  doing. 

Otherwise  you  cannot  expect  the  fellow 
on  the  outside  to  respect  it.  Your  asso- 

ft'hen  dealing  with  our  advertisers,  please  mention  the  National  Secretary 


An  introduction  to  Mr.  and  Mrs.  Earl  Maad 
Goto  and  thoir  daughter  Botty 
Mr.  Got*  has  rury  g*n*rously  mad*  praetieally 
ait  oi  our  cut*  tor  us  gratia.  W*  do  approciat* 
your  g*n*ro*ity,  Mr.  Got*,  and  glad  to  moot  th* 
family. 


Enjoy  Autumn  Days 
by  the  Sea 


Find  the  warmth  of  real  hospi¬ 
tality  in  Hotel  Dennis’  friendly 
atmosphere.  Featuring  ocean- 
front  sun  decks  —  sea  water 
baths  —  delicious  meals  —  bi¬ 
cycling  —  beach  riding  —  golf. 
Seasonable  rates  on  either  plan. 


Walter  J.  Buzby,  Inc. 


ADVISORY  COUKIL 

ELEANOR  DEARDEN 
Springfield,  MasMchunetts 


The  Advisory  Coun¬ 
cil  is  fast  becoming 
an  integral  and  valu¬ 
able  part  of  the  Na¬ 
tional  Association  of 
School  Secretaries. 
Another  enthusiastic 
meeting  of  members 
of  the  Council  repre- 

Ei..nor  D.«d.n  ‘^e  associa¬ 

tions  affiliated  with 
the  National  Association  was  held  during 
the  Boston  convention. 

The  members  of  the  Advisory  Council 
met  to  discuss  various  problems  of  the 
National  Association  and  made  recom¬ 
mendations  to  the  Executive  Committee  of 
the  National  Association  as  to  w.ays  in 
which  the  members  of  affiliated  groups 
might  aid  in  the  solution. 

Active  and  enthusiastic  participation  in 
the  meeting  was  insured  because  the  mem¬ 
bers  were  given  opportunity  to  suggest 
topics  for  discussion  and  received  in  ad¬ 
vance  of  the  meeting  a  summary  of  all 
topics  suggested.  Therefore,  the  ideas  and 
opinions  expressed  at  the  meeting  were 
the  result  of  careful  thought.  The  topics 
suggested  for  discussion  grouped  them¬ 
selves  under  three  main  headings — mem- 
i)ership.  the  magazine,  and  the  raising  of 
standards,  three  issues  of  vital  importance 
to  the  association  at  the  present  time. 

The  members  of  the  Advisory  Council 
believe  that  there  is  a  definite  need  to 
devise  some  method  to  better  coordinate 
the  work  of  the  local,  state,  and  national 
organizations  so  that  increased  member¬ 
ship  might  result  and  has  made  several 
recommendations  concerning  ways  to  ac¬ 
complish  this  to  the  executive  committee 
of  the  National  Association  for  their  ac¬ 
tion.  School  secretaries  must  be  made 
to  realize  that  each  organization  (local, 
state,  and  national)  has  a  distinct  func¬ 
tion  but  that  all  are  necessary  if  our  group 
is  to  grow  professionally. 


The  second  important  item  concerned 
the  National  Secretary  and  in  connection 
with  this  topic  the  Council  also  discussed 
the  publication  of  articles  by  school  sec¬ 
retaries  in  other  professional  magazines. 
Several  recommendations  concerning  the 
type  and  amount  of  reading  material  to 
be  included  in  the  magazine,  etc.,  were 
made. 

The  third  topic  discussed  was  the  rais¬ 
ing  of  standards.  The  Advisory  Council 
believes  that  it  is  important  for  those  now 
in  service  as  school  secretaries  to  take 
courses  for  self-improvement  if  they  expect 
standards  t»)  be  increased  for  those  enter¬ 
ing  the  service.  The  survey  concerning 
the  present  offerings  in  professional 
courses  made  by  Detris  Bonar’s  committee 
was  mentioned.  Because  of  the  fact  that 
the  Executive  Committee  of  the  National 
Association  is  already  at  work  on  this 
problem,  it  was  decided  to  watch  the  re¬ 
sults  of  their  investigations  before  making 
any  definite  recommendations  concerning 
this  topic. 

As  the  name  implies,  the  Advisory  Coun¬ 
cil  functions  strictly  in  an  advisory  capac¬ 
ity,  making  recommendations  to  the  Ex¬ 
ecutive  Committee  of  the  National  Asso¬ 
ciation  which  they  may  or  may  not  ap¬ 
prove  for  further  action.  The  fact  that 
representatives  from  affiliated  associations 
are  conscious  of  the  important  problems 
facing  the  National  Association  and  are 
eager  to  aid  in  devising  methods  to  insure 
further  progress  augurs  well  for  the  future 
of  the  Advisory  Council. 

During  the  year  1940-1941,  nineteen  as¬ 
sociations  were  affiliated  with  the  National 
Association  of  School  Secretaries  with  a 
membership  of  forty-seven  in  the  Council. 
Already  three  additional  associations  have 
affiliated  for  the  year  1941-1942.  Infor¬ 
mation  concerning  the  Plan  of  Affiliation 
may  be  obtained  from  Miss  Eleanor  M. 
Dearden,  School  Administration  Office,  32 
Spring  Street,  Springfield,  Mass. 
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umm  DeMomsTRiiTioM 

BERTHA  LIGHTBODY 
Fanninqham,  Massachuaetia 

A  demonstration  of  business  machines  of  machine.  Mr.  John  L.  Copeland  gave 
was  part  of  the  program  and  was  held  an  enlightening  and  interesting  talk  on 
Tuesday  morning.  July  1,  in  the  Silver  “Voice  Writing  Methods — Its  Effect  on  the 
Room  at  the  Hotel  Kenmore.  During  the  Secretary’s  Day,”  emphasizing  the  use  of 
demonstration  over  sixty  girls  were  in  at-  the  Ediphone  in  our  daily  work  as  an 
tendance  and  much  interest  was  shown  not  efficient  time-saver  for  the  busy  secretary, 
only  in  the  demonstration  but  at  the  ex-  Miss  Siemon  of  the  A.  B.  Dick  Co.,  who 
hibit  of  machines  which  was  for  the  dura-  was  so  enthusiastically  received  at  the  At- 
tion  of  the  convention.  lantic  City  convention  in  February,  offered 

Mr.  Clidden  of  the  Burroughs  Adding  convincing  proof  of  the  advisability  of 
Machine  gave  the  first  demonstration  and  using  color  combinations  in  our  everyday 
illustrated  how  difficult  problems  can  be  use  of  the  mimeograph  and  demonstrated 
worked  out  very  simply  on  the  adding  ma-  the  method  of  applying  the  colors  to  the 
chine.  Mr.  Joseph  Beaudette  of  the  Beau-  stencils.  Mr.  Hetherington  of  the  Royal 
dette  Co.  gave  an  exhibition  of  the  work  Typewriter  very  kindly  exhibited  two  of 
that  could  be  done  on  the  Rexograph,  a  his  antique  typewriters  from  his  collection 
liquid  duplicating  machine,  and  stressed  and  compared  these  old  machines  with  an 
the  economy  of  using  this  particular  type  up-to-date  1941  model. 


IVhen  dealing  with  onr  advertisers,  please  mention  the  National  Secretary 

23 


SAFETY  EDUCATION 

(Continued  from  Page  10) 

Much  of  our  demonstrated  efficiency  and 
divisional  morale  is  entrusted  to  the  ca¬ 
pable  hands  of  our  secretaries.  Their  con¬ 
tinuous  good  will  and  spirit  in  spite  of  a 
heavy  program  is  one  of  the  things  that 
amazes  me.  It  frees  all  of  us  in  adminis¬ 
trative  work  for  the  technical  planning 
and  work  for  which  we  are  primarily 
employed. 

Now  I  promised  t<»  write  an  article  on 
safety  education.  What  is  the  application? 
Just  this — in  spite  of  the  imperative  need 
for  programs  of  safety  education,  many 
school  administrators  are  grossly  negli¬ 
gent.  Too  many  administrators  are  liter¬ 
ally  bogged  down  in  the  details  of  school 
management.  They  have  neither  the  time 
nor  the  energy  for  the  creative  planning 
such  as  safety  education  requires.  Here 
is  where  the  school  secretary  comes  into 
the  picture.  She  can  help  the  adminis¬ 
trator  make  better  use  of  his  time. 

We  shall  not  be  content,  however, 
merely  to  have  the  school  secretary  in  the 
role  of  a  general  benign  influence.  She 
has  many  specific  tasks  to  do.  Along  with 
the  administrator  she  keeps  a  watchful  eye 
upon  the  safety  and  efficiency  of  the  school 
building.  When  dangerous  situations  are 
reported  to  the  office,  time  does  not  always 
permit  her  to  consult  the  administrator. 
She  must  act  to  protect  children  and  teach¬ 
ers  from  injury.  She  helps  to  anticipate 
hazards  by  systematically  checking  equip¬ 
ment  and  facilities.  (She  may  even  ac¬ 
quire  an  NEA  Checklist  of  Safety  and 
Safety  Education — please  pardon  the  ad¬ 
vertising.  ) 

When  a  child  is  injured  at  school  the 
school  secretary  may  have  to  render  first 
aid.  Although  we  prefer  more  expert  at¬ 
tention — we  must  realistically  face  the  fact 
that  many  schools  have  neither  school 
nurses  nor  physicians.  The  local  chapter 
of  the  American  Red  Cross  can  help  you 
acquire  first-aid  skill. 

It  is  important,  also,  to  get  the  injured 
child  under  expert  medical  care  and  to 
notify  the  parents.  These  tasks  cannot  be 


clumsily  done  if  the  school  system  is  to 
avoid  trouble.  All  of  the  public  relations 
programs  in  existence,  if  piled  on  top  of 
each  other,  would  not  surmount  the  wrath 
of  a  parent  for  incompetent  handling  of 
his  child.  If  you  are  not  aware  of  the 
legal  liability  of  the  school,  you  should 
become  informed  (there  I  go  advertising 
again,  but  the  NEA  has  a  bulletin.  Teacher 
Liability  for  Pupil  Injuries). 

School  secretaries  can  be  of  inestimable 
value  to  classroom  teachers  with  respect 
to  safety  education.  Someone  has  to  be 
alert  about  the  safety  and  liability  factors 
of  school  excursions.  Has  the  bus  been 
carefully  inspected  and  are  the  insurance 
policies  properly  arranged?  No — the  sec¬ 
retary  isn't  an  auto  mechanic,  but  she  can 
at  least  remind  the  administrator  of  his 
obligations. 

Teachers  also  need  help  with  their 
safety  lessons.  Many  a  fine  idea  has  died 
in  infancy  for  lack  of  a  typewriter.  Mime¬ 
ographed  posters,  work  sheets,  tests,  and 
lesson  plans  Increase  the  efficiency  of  the 
classroom  instruction.  It  is  a  wise  admin¬ 
istrator  who  encourages  the  school  secre¬ 
tary  to  help  teachers  with  their  instruc¬ 
tional  problems. 

Perhaps  some  who  read  this  article  will 
be  amazed  at  my  impertinence.  I  seem  to 
have  no  appreciation  of  the  dozens  of 
phone  calls,  hundreds  of  attendance  slips, 
and  millions  of  trivialities  with  which  the 
school  secretary  must  deal.  Yes,  those 
matters  exist — I  met  them  as  a  school 
principal  and  I  had  no  secretarial  help. 
The  question  we  are  really  discussing  is 
whether  the  school  secretary  is  to  be  “just 
another  stenog"  or  a  skilled  assistant  in 
the  field  of  safety  education.  Routine 
tasks  must  be  done  but  not  necessarily 
done  in  a  routine  way.  Safety  education 
is  not  just  another  subject  to  be  fitted  into 
the  machine;  it  is  common  sense  applied 
to  everyday  life.  If  safety  instruction  is 
to  find  its  place  in  the  modern  instruc¬ 
tional  program,  it  must  be  cordially  re¬ 
ceived  and  intelligently  guided.  Let  school 
secretaries  be  among  those  who  provide 
“approving  smiles  and  encouraging 
words.” 
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•  Insist  on  Dennison  Merchandise  for  Your  School 


WITH  DENNISON  HANDY  HELPERS 

Yes,  indeed,  every  last  one  of  the  Dennison 
Handy  Helpers — gummed  stars,  reinforcements, 
index  tabs,  mending  tape,  shipping  tags,  cord 
holders,  and  countless  others  —  is  impatiently 
waiting  to  help  you,  your  teachers  and  students. 
Become  acquainted  with  the  complete  line  of 
handy  Dennison  items.  You'll  discover  a  num¬ 
ber  that  will  fill  a  definite  need  in  your  school. 


H'/icn  dealing  zvUh  our  adzcriisers,  please  mention  the  National  Secretary 
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OOlVVElllTlODI  ^eUfotei. 


KATHEBINE  E.  MITCHELL 
Pittiburgh,  PcniuyWania 


It  has  been  my 
privilege  as  a  mem¬ 
ber  of  the  Executive 
Committee  to  have 
charge  of  the  dele¬ 
gate  allowance. 

During  the  past 
years  $300.00  was  set 
aside  for  delegate  al- 

XaUisrin*  Mitchaii  lowance.  Each  state 

with  fifteen  or  more 
active  members  was  entitled  to  a  propor¬ 
tional  share  of  this  amount  depending 
upon  the  distance  of  the  capital  city  of 
each  state  to  the  convention  city  and  the 
number  of  members.  The  following  rules 
were  observed  in  granting  the  delegate 
allowance. 

1.  A  state  must  have  at  least  fifteen  active 
members  in  the  National  Association. 

2.  The  state  chairman  should  receive  the 
delegate  allowance  unless  she  has  twice 
been  the  recipient  of  it. 

3.  In  case  the  state  chairman  is  unable  to 
attend  the  convention,  she  should  act 
as  the  chairman  of  the  committee  to 
select  a  delegate.  The  selection  may  or 
may  not  be  put  to  the  vote  of  the  mem¬ 
bership.  The  wishes  of  the  committee 
are  to  be  respected  in  this  connection. 

4.  The  recipient  of  the  delegate  allowance 
agrees  to  attend  all  of  the  sessions  of 
the  annual  meeting. 

5.  The  delegate  will  receive  the  allowance 
at  the  close  of  the  business  meeting  on 
Thursday,  July  3. 

6.  Executive  committee  members,  but  nut 
the  officers,  are  eligible  for  the  delegate 
allowance. 

Twenty-four  states  were  entitled  to  dele¬ 
gate  allowance.  Six  of  the  states  did  not 
send  delegates  and  one  state  sent  a  dele¬ 
gate  but  did  not  accept  its  allowance.  The 
amount  of  allowance  not  accepted  is 
$60.52. 


The  names  of  the  states,  the  delegates 
and  amounts  are  as  fidlows: 

State  and  Delegate  Allowance 

Arizona — Delegate  not  sent . $25.29 

California — Dorothy  P.  Dolberg,  Board 

of  Education,  Los  Angeles,  Calif .  59.74 

Colorado — Alice  Liickey,  West  High 

School,  Denver,  Colorado  .  20.59 

Delaware- -Kdna  M.  Halter,  Adminis¬ 
tration  Bldg.,  11th  and  Washington, 

Wilmington,  Delaware  .  1.23 

Dist.  of  Columbia — Olive  S.  Daniel, 

1342  Quincy  Street,  N.W.,  Washing¬ 
ton,  D.  C .  2.55 

Florida — Delegate  not  sent  .  4.28 

Georgia — Lois  Patterson,  Board  of  Edu¬ 
cation,  Griffin,  Georgia  .  2.60 

Illinois — Marian  D.  Homer,  Lyons 
Township  High  School,  La  Grange, 

Illinois  .  16.37 

Indiana — Leona  M.  Brocksmith,  Vin¬ 
cennes,  Indiana  .  8.00 

/««;«— Delegate  not  sent  .  7.11 

Louisiana — Irma  L.  Brownlee,  226  Alix 

Street,  New  Orleans,  La .  6.14 

Massachusetts — Catherine  M.  Kelley, 

High  School,  Turner  Falls,  Mass . 

. No  Allowance 

Michigan — Grace  Catto,  3255  Mont¬ 
gomery  Street,  Detroit,  Michigan  .  26.21 

Minnesota — Delegate  not  sent .  4.10 

Missouri — Georgia  A.  Davis,  Hannibal 
Public  Schools,  Hannibal,  Missouri....  8.22 
New  Jersey — Dorothy  Abbott,  Board  of 

Education,  Montclair,  New  Jersey . 14.87 

New  York — Hilda  Hardy,  24  Redgeway 

Court,  Hempstead,  New  York .  2.22 

06/o— Mildred  Farner,  Board  of  Edu¬ 
cation,  P.  0.  Box  28,  Findlay,  Ohio....  19.07 

Oklahoma — Delegate  not  sent .  10.07 

Oregon — Delegate  not  sent  .  8.02 

Pennsylvania — Eleanore  Kempin, 

Shakespeare  School,  Pittsburgh,  Pa...  11.09 
Utah — Nellie  Kruys,  Hawthorne  School, 

Salt  Lake  City,  Utah .  21.99 

Vermont — Harriette  M.  Wheeler,  Box 

587,  Burlington,  Vt . 65 

Virginia — Constance  King,  John  Mar¬ 
shall  High  School,  Richmond,  Virginia  2.52 

W'isconsin — Mrs.  Helen  B.  Hixon,  Haw¬ 
thorne  Junior  High  School,  7700 
Portland  Avenue,  Wauwatosa,  Wis .  17.07 


) 


ANNUAL  LUNCHEON 

(Continued  from  Page  15) 
position,  have  a  definite  obligation  to  learn 
to  like  people.  I  am  getting  spoiled  by 
my  own  secretary  and  I  am  trying  to  over¬ 
come  that.  You  can  do  that  very  easily, 
as  I  am  forgetting  to  remember  names. 
Names  are  slipped  in  to  me.  Don’t  spoil 
your  Superintendent  so  much.  It  is  nec¬ 
essary  for  him  to  learn  to  be  a  good  indi¬ 
vidual.  I  think  it  is  imperative  that  you 
learn  to  like  people.  It  is  highly  desir¬ 
able  that  you  learn  to  know  people  and 
to  associate  them  with  the  positions  they 
occupy. 

“I  would  hail  you  as  efficient  secretaries. 
When  I  hail  you  thus  it  is  necessary  to 
hail  you  as  master  craftsmen.  You  might 
develop  into  people  who  might  know  all 
those  things.  If  you  have  just  mastered 
the  technique  of  your  profession  you  are 
not  a  complete  individual.  We  are  intro¬ 
ducing  a  program  of  training  as  school 
secretaries.  We  set  up  a  center  where  sec- 
( Continued  on  Page  33) 


"ALL  IN  FUN" 

Through  the  years  the  following  bits  of 
wit  have  been  gathered  together  and  they 
make  interesting  reading  even  if  they  add 
nothing  to  the  total  of  human  knowledge. 
Here  they  are: 

Athletics — The  excuse  for  modern  in¬ 
stitutions  of  higher  learning. 

Bacteria — Backdoor  of  a  cafeteria. 

College-bred — A  four-year  loaf  made 
with  father’s  dough. 

Compliments — Lies  in  full  dress. 

Etc. — The  sign  used  to  make  people 
think  you  know  more  than  you  do. 

Pedestrian — A  man  who  has  two  cars, 
a  son  and  a  daughter. 

Research — Getting  things  out  of  many 
old  books  never  read,  and  putting  them 
into  a  new  book  which  nobody  is  going  to 
read. 

Social  Tact — Making  people  feel  at 
home  when  you  wish  they  were. 

— yV.  C.  Christian  Advocate. 


REX-O-graph  SCHOOL  MODEL 
Fluid  Type  Duplicators  . . . 

SIMPLE  —  Fast  —  Accurate  —  Economical 


For  School  Use  or  Business  Training. 

REX-O-Graph  Fluid  Type  Duplicat¬ 
ors  add  new  advantages  in  modern 
Copymaking!  Ready  to  Print  in  5 
SECONDS,  they  require  no  stencils, 
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Sec^eia^  MAKE  DEBET 

DOROTHY  A.  NIEMANN 
River  Rouqe,  Michigan 

“No  matter  how  difficult  your  immediate  task  seems  to  be, 
remember  that  you  can  achieve  success  if  you  say  and 
think  to  yourself,  as  so  many  others  have  said  and 
thought,  ‘It  can  be  done."' — Fi-OYd  W.  Larson. 


This  is  ths  pieturs  taksn  immsdUtaly  ioUowing  ths  Michigan 
Brsakiast.  Ths  OHicars  (two  ars  abssnt)  oi  ths  Michigan  Asso¬ 
ciation  ol  School  Sacratarias  ars  ssatsd  in  ths  bont  row  and, 
rsadinq  bom  Isit  to  right,  ars:  Mrs.  Margarst  Locks  oi  Grosss 
Points,  hostass  oi  ths  brsakiast;  Miss  Dorothy  A.  Nismann  oi 
Rivsr  Rougs,  Corrssponding  Sserstary;  Mrs.  Gsrtruds  Criss  oi 
Highland  Park,  Trsasursr:  Mrs.  bona  H.  Parkins  oi  Highland 
Park,  Prasidant;  Mrs,  Virginia  A.  Halsay  oi  Montclair,  Now 
larsay,  Prasidant  oi  NASS;  Mrs.  Elbarta  Macgrsgor  oi  Flint, 
Exocutivo  Committsa  Mambsr;  Miss  Harrist  Botsiord  oi  Kalama- 
xoo,  Vico  Prasidant;  Miss  Tillia  Grudinsky  oi  FUnt,  Racording 
Sacratary;  Miss  Martha  Robertson  oi  Highland  Park,  Exocutiva 
Committee  Mombar. 


When  115  school  secretaries 
from  thirteen  cities  come  to¬ 
gether  for  a  luncheon  meet¬ 
ing.  tilings  are  bound  to  hap¬ 
pen.  and  they  did  in  April  of 
1940.  As  a  result,  the  Michi¬ 
gan  Association  of  School  Sec¬ 
retaries  made  its  debut  with 
a  first  annual  convention  held 
at  the  Hotel  Statler  in  Detroit 
on  May  24-25,  1941.  The  de¬ 
but  of  Miss  MASS  was  THE 
event  of  the  season  with  many 
noted  state  and  national  “rela¬ 
tives”  present  as  well  as  ap¬ 
proximately  130  of  the  248 
members  of  the  MASS  “fam¬ 
ily.” 

After  the  traditional  rite  of 
registration,  everyone  gath¬ 
ered  in  the  drawing  room 
where  President  Irene  H.  Per¬ 
kins  presented  Miss  MASS  in 
a  Proposed  -  Constitution  -  and  -  By-Laws 
“gown.”  The  “gown”  was  approved  and 
will  be  worn,  with  alterations,  through  the 
coming  seasons.  Miss  MASS  made  such  a 
good  impression  that  Madam  Kalamazoo 
asked  to  be  hostess  to  her  1942  “family 
reunion.”  The  invitation  was  accepted. 

Luncheon  was  served  in  the  Grand  Ball¬ 
room.  Elaborate  decorations  carried  out 
the  theme,  “America’s  First  Line  of  De¬ 
fense.”  Uncle  Sam’s  historic  hat  was  bor¬ 
rowed  for  the  occasion  and  filled  with  red, 
white,  and  blue  carnations  to  serve  as  a 
centerpiece  for  the  head  table.  Miniature 


figures  arranged  on  large  discs  and  de¬ 
picting  humorous  military  training  inci¬ 
dents  formed  the  centerpieces  of  the  other 
tables.  Distinguished  “relatives”  seen  at 
the  head  table  were:  Mrs.  Virginia  A. 
Halsey,  President  of  the  NASS;  Miss 
Alma  Clement,  Mrs.  Elberta  Maegregor, 
active  members  in  the  National  Association; 
Mr.  John  E.  Wellwood,  National  Presi¬ 
dent  of  Secondary  School  Principals;  Miss 
Jean  A.  MacKay,  President  of  National 
Association  of  Teachers’  Clubs;  Mrs. 
Daisy  Howard,  President  of  the  Michigan 
Education  Association;  Mr.  Dale  Reyn- 


olds.  President  of  Department  of  Elemen¬ 
tary  School  Principals  of  the  Michigan 
Education  Association;  Dr.  Eugene  B. 
Elliott,  State  Superintendent  of  Public 
Instruction;  Representative  Joseph  E. 
Warner  of  the  Michigan  House  of  Repre¬ 
sentatives;  Dr.  Frank  Cody,  Superintend¬ 
ent  of  Detroit  Schools,  and  Dr.  William 
H.  Lemmel.  Superintendent  of  Highland 
Park  Schools.  These  friends  of  Miss  MASS 
expressed  their  enthusiasm  for  her  debut 
into  educational  society  and  extended  best 
wishes  for  success  in  her  coming  “sea¬ 
sons.”  The  climax  of  the  luncheon  was  a 
gripping,  informational,  and  analytical 
discussion  of  current  world  events,  as  they 
relate  to  democracy,  by  the  noted  Profes¬ 
sor  James  K.  Pollock  of  the  University  of 
Michigan. 

Following  the  luncheon,  guests  visited, 
in  an  adjoining  room,  commercial  exhibits 
of  school  supplies  and  equipment  and 
watched  demonstrations  of  secretarial 
technique  and  skill  by  advanced  students 
of  the  Detroit  Commercial  College. 

Saturday  evening  a  reception  was  held 
honoring  Mrs.  Virginia  A.  Halsey,  Presi¬ 
dent  of  NASS,  and  administrators  of  the 
Boards  of  Education  of  Michigan.  Excel¬ 
lent  entertainment  was  provided  by  the 
Flint  secretaries  who  presented  a  skit, 
“Mary-Go-Round,”  much  to  the  amuse¬ 
ment  of  the  guests. 

A  Michigan  Breakfast  on  Sunday  morn¬ 
ing  in  the  River  Room  of  the  Hotel  Fort 
Shelby,  with  the  Grosse  Pointe  Secretaries 
as  hostesses,  brought  the  debut  convention 
to  a  successful  close. 

The  following  officers  sponsored  the  de¬ 
but  of  Miss  MASS  and  will,  with  one  or 
two  changes,  continue  to  plan  her  activi¬ 
ties  for  the  coming  year:  President,  Mrs. 
Irene  H.  Perkins  of  Highland  Park;  Vice- 
President,  Miss  Harriet  Botsford  of  Kala¬ 
mazoo;  Recording  Secretary,  Miss  Tillie 
Grudinsky  of  Flint;  Corresponding  Secre¬ 
tary,  Miss  Dorothy  A.  Niemann  of  River 
Rouge;  Treasurer,  Mrs.  Gertrude  Crise  of 
Highland  Park;  Executive  Committee 
members:  Miss  Irene  Cole  of  Grand  Rap¬ 
ids,  Miss  Ora  Stanbery  of  Detroit,  Miss 
Martha  Robertson  of  Highland  Park,  and 
Mrs.  Elberta  Macgregor  of  Flint. 
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Write  us  for  quotations,  ideas  and 
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National  issodation  of  School  Secretaries 

Treasurer's  Report 
July  3,  1941 


BALANCE  FROM  FORMER  TREASURER . 

Explanation; 

Included  current  dues  .  $  48.00 

Included  1939-40  expenses  not  paid: 

Paper,  envelopes,  postage  .  30.40 

Plates  for  addressograph  machine  .  11.40 

Officers  expenses  and  allowance .  204.05 

Balance  of  April  issue  of  National  Secretary  .  44.70 

.Miscellaneous  .  8.23 


Total  . . . I  346.78 


$  211J17 


Therefore,  if  all  1939-40  hills  had  been  paid,  there  would  have  been  a  deficit  of  $135.51. 


Balance  from  former  treasurer  . 

Membership  dues  . 

Bank  refund  . 

Milwaukee  Convention  refund  . 

Bond  refund  . 

Panel  papers  profit  . . 

National  Secretary  account  (1940-41) 

Advertising  . 

Subscriptions  . 


Expenses  . 

Postage  and  express  . I  180.08 

Labels  .  10.50 

Printing  .  1208.93 

Commissions  .  503.13 

Glossy  prints  .  11.47 

Traveling  .  4.80 


National  Secretary  account  (194142) 

Advertising  . 

Commissions  . 

Affiliation  account  . 


Traveling  .  5.40 

Postage  .  4.99 


Atlantic  City  Convention . 

Luncheons  and  registration  . 

Expenses  . 

Postage,  president  . 

Postage,  secretary  . 

Postage,  membership  . 

Postage,  others  . 

Stationery,  telephone,  telegraph,  president  ... 

Stationery,  telephone,  telegraph,  secretary  . 

Stationery,  telephone,  telegraph,  membership 

Stationery,  telephone,  telegraph,  others  . 

Traveling,  president  . 

Traveling,  others  . 

Boston  Convention  . 

Treasurer’s  Bond  . 

193940  expenses  . 

Bank  charges  . 


$2036.05 
. _ 9.00 

$2045.05 
.  1918.91 


55.00 

2.00 


95.00 

10.39 


464.00 

556.86 


Surplus 
..$  211.27 
..  1768.00 
5.82 
..  80.76 

4.74 
2.35 
..  126.14 


53.00 


84.61 


Expense 


92.86 


12.00 

109.06 

201.14 

34.19 

69.83 
138.04 
105.39 

25.% 

44.35 

421.53 

63.84 
5.00 

298.78 

20.53 


TOTALS  . $2336.69  $1642.50 

NET  WORTH  .  $  694.19 
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ROUND  TABLE  DISCUSSION 

(Continued  from  Page  12) 

others  in  »iiinilar  positions  felt  the  same 
need  provided  the  stimulus  for  action.  It 
is  Miss  Brooks’  belief  that  a  national  ap¬ 
proach  to  the  problem  will  produce  results 
and  benefits  which  an  individual  could 
never  hope  to  attain. 

“Membership  in  my  professional  as.so- 
ciations  assures  me  safety,  security  and 
the  opportunities  for  professional  achieve¬ 
ments”  .says  Mi.ss  Helen  A.  Maxwell,  State 
Director,  National  Education  Association, 
New  Castle,  Pennsylvania,  in  speaking  on 
the  subject  Why  A  Classroom  Teacher 
Values  Membership  in  A  Professional 
Organization.  Miss  Maxwell  briefly  re¬ 
views  the  history  and  the  organizational 
set  up  of  the  Pennsylvania  State  Educa¬ 
tion  Association.  She  points  out  the  im¬ 
portance  of  organization  from  the  stand¬ 
point  of  legislation,  salary  stabilization, 
tenure,  retirement,  and  credit  unions,  as 
well  as  teacher  welfare  and  the  care  of 
needy  teachers.  The  immediate  needs 
that  the  Association  is  working  on  were 
reviewed.  Miss  Maxwell  stresses  the  loy¬ 
alty  that  each  member  owes  to  the  organi¬ 
zation  that  is  doing  so  much  for  its  mem¬ 
bers. 

Mrs.  W.  A.  Hastings,  First  Vice-Presi¬ 
dent  of  the  National  Congress  of  Parents 
and  Teachers,  Madison,  Wisconsin,  in  her 
paper  on  Houi  A  Professional  Organization 
May  Assist  in  Establishing  A  Better  Re¬ 
lationship  Between  the  Community  and  the 
School,  reminds  us  of  the  reason  for  or¬ 
ganizing  namely:  to  be  better  secretaries 
and  to  raise  our  own  standards.  In  order 
to  be  better  secretaries  we  must  recognize 
the  part  we  play  in  school  community  re¬ 
lationships.  Mrs.  Hastings  tells  us  that 
everyone,  no  matter  how  humble  or  young, 
is  a  person  with  sensibilities  and  is  impor¬ 
tant  to  himself.  The  secretary  must  be 
flexible,  courteous  and  still  be  in  accord 
with  the  best  interest  of  her  employer.  She 
must  bear  in  mind  that  the  “school  child,” 
the  “home  child”  and  the  “community 
child”  is  the  same.  Therefore,  there  must 
be  a  close  contact  between  the  home  and 
the  school.  The  secretary  must  display 
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a  willingness  to  change  traditional  prac¬ 
tices,  like  her  work,  like  and  understand 
people,  give  of  herself  unstintingly,  grow 
mentally,  and  keep  growing,  keep  flexible, 
and  have  a  perspective  so  that  she  sees 
herself  in  relation  to  the  whole  matter  of 
public  education. 

There  was  general  agreement  among  the 
speakers  that  membership  in  a  professional 
organization  means  personal  growth  and 
increased  benefits.  It  points  the  way  to 
service  and  a  broader  overview  of  educa¬ 
tion,  its  aims  and  objectives. 


ANNUAL  LUNCHEON 

(Continued  from  Page  27) 
retaries  will  be  requested  to  come  for  in- 
service  training.  I  think  it  imperative  that 
you  be  hailed  as  master  craftsmen.  I 
think  nothing  is  worse  than  a  poor  secre¬ 
tary.  You  are  either  good  or  you’re  not 
g(M>d.  You  are  indispensable.  It  is  nec¬ 
essary  to  master  the  technique  of  the 
profession. 

“The  school  secretary  must  be  hailed 
as  an  individual  engaged  in  engineering. 


It  has  already  been  piunted  out.  She  is  a 
part  of  the  administrative  part  of  the 
school.  We  in  America  are  developing  a 
changed  pattern  of  education.  The  other 
day  I  was  talking  to  the  people  in  the 
night  school  classes.  More  people  are  en¬ 
rolled  in  night  school  classes  than  are  en¬ 
rolled  in  the  day  classes  of  the  city.  It  is 
necessary  for  us  who  are  engaged  in  school 
education,  whether  we  are  secretaries,  su¬ 
perintendents,  or  principals,  to  be  hailed 
as  persons  engaged  in  educational  engi¬ 
neering.  You  must  understand  the  phi¬ 
losophy  and  the  function  of  education  in 
the  United  States.  You  yourself  must  be¬ 
come  engaged  in  this  whole  plan  of  the 
changing  pattern  of  education  in  the 
United  States. 

“I  will  close  by  hailing  you  as  people 
who  are  defenders  of  America.  You  are 
definitely  a  part  of  the  public  school  sys¬ 
tem  of  the  United  States  which  is  definitely 
a  part  of  the  defense  of  the  United  States. 
Appropriations  of  funds  have  been  made 
to  sch«M)ls  for  national  defense.  You  are 
(Continued  on  Page  42) 


Introducing  a  fine  new  publication  in  a  long-neglected 
field  . . .  the  first  purely  feminine  and  youthful  journal 
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Economists  everywhere  . . .  and  to  stimulate  them  with 
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er’s  interests— presented  to  inspire  the  student’s  interest! 
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Selecting  a  Secretary 

By  LOUISE  H.  HENDERSON 

Past  PrMidanl.  National  Aaaociation  oi  School  Socrotarios 
Socrotary,  Caaaidy  School,  Philadolphia,  Pa.. 


A  School  Secretary  should  possess  the 
dignity  of  a  member  of  the  school  board, 
the  intelligence  of  a  superintendent, 
the  knowledge  of  a  research  director,  the 
technique  of  a  physician,  the  skill  of  a 
nurse,  the  endurance  of  a  janitor,  the  wis¬ 
dom  of  a  judge,  the  humor  of  Will  Rog¬ 
ers,  and  the  appeal  of  a  Hollywood  movie 
star!  Perhaps  you  smile  as  you  read 
these  qualifications,  but  careful  thought 
will  reveal  that  these  and  many  more  abil¬ 
ities  and  skills  are  necessary  successfully 
to  fill  this  important  position. 

THE  SECRETARY’S  ROLE 

The  school  office  is  the  very  heart  of 
the  school — a  clearing  center  for  the 
problems  of  the  child,  the  staff,  and  the 
community.  The  office  becomes  ac¬ 
quainted  with  every  child  who  is  not  ad¬ 
justed  to  normal  classroom  life;  often 
serves  as  a  first-aid  center,  for  few 
sch(H>ls  can  afford  a  doctor  or  nurse  in 
attendance  at  all  times,  and  accidents 
have  a  way  of  happening  when  neither 
is  present;  learns  the  financial  distress 
of  the  community;  and  learns  about  the 
marital  difficulties  of  parents,  for  sooner 
or  later  such  difficulties  are  reflected  in 
the  child.  The  office  keeps  the  teachers’ 
history  and  becomes  acquainted  with  the 
more  intimate  side  of  the  teachers’  lives. 
It  is  the  coordinator  for  welfare  and  social 
agencies.  The  office  must  be  attractive, 
for  it  is  more  than  a  work  shop;  it  is  a 
reception  room.  It  must  radiate  friendli¬ 
ness,  and  build  confidence;  it  must  be  ar¬ 
tistic  and  efficient  too.  From  the  office 
there  should  emanate  enthusiasm  for  the 
work  of  the  school,  encouragement  for  the 
teachers,  inspiration  for  the  pupils. 


The  school  secretary  can  play  a  large 
part  in  character  education  and  guidance. 
Every  child  should  he  considered  a 
human  being  who  is  eager  to  excel  and 
quick  to  respond  to  a  friendly  gesture. 
A  child  senses  immediately  whether  or  not 
a  person  likes  him,  and  he  responds  ac¬ 
cordingly.  The  secretary  knows  that 
many  an  “office  frequenter”  is  a  child 
who  craves  attention  and  whose  work  does 
not  merit  praise.  Many  a  child  has 
been  encouraged  and  helped  because  a 
school  secretary  has  won  his  confidence 
and  assisted  him  to  find  himself.  Many 
times  the  secretary,  because  of  contacts 
with  the  parents  and  with  welfare  agen¬ 
cies,  is  in  a  position  to  know  a  great  deal 
about  the  home  conditions  of  children 
who  are  misfits  in  a  classroom.  If  this 
information  is  imparted  to  the  teacher, 
the  child  is  viewed  with  more  sympathy 
and  understanding. 

The  school  secretary  is  the  first  per¬ 
son  the  public  meets — many  times  the 
only  person.  Therefore,  the  school  or 
school  administrator  is  often  judged 
through  the  personality  of  the  secretary. 
The  school  secretary  is  called  upon  to 
meet  school  officials,  teachers,  pupils, 
parents,  and  the  general  public.  Repre¬ 
sented  in  these  groups  are  innumerable 
vocations,  from  common  labor  to  the 
learned  professions;  various  intelligence 
levels,  from  idiocy  to  genius;  extreme 
levels  of  schooling,  from  zero  to  post 
graduate;  all  social  levels,  from  the  elite 
to  the  forlorn  foreigner.  The  secretary 
plays  a  large  part  in  disseminating  in¬ 
formation  to  all  these  groups  of  people. 
Sentences  must  be  couched  in  words  that 
(Continued  on  Page  37) 
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SCHOOL  SECRETARIES 
CONVENTION 

(Continued  from  Page  17) 
a  nearby  restaurant  for  luncheon.  The 
heat  was  blistering.  Boston  was  truly 
giving  us  a  hot  reception.  Upon  glancing 
at  a  thermometer  a  little  later  in  the  after¬ 
noon  we  were  not  surprised  to  see  that  the 
mercury  had  reached  the  100  degree  mark 
— in  the  shade.  But  once  we  were  again 
indoors  the  heat  was  forgotten,  and  in 
complete  comfort  in  the  air-cooled  Em¬ 
bassy  Room  we  attended  the  Roundtable 
Discussion  and  listened  to  the  various 
speakers.  Miss  Louise  Henderson  was  in 
charge  of  the  meeting. 

Racaption 

At  nine  o’clock  that  evening  Mrs.  Hal¬ 
sey,  other  officers  and  members  of  the 
executive  committee  received  us  in  the 
Crystal  Room.  The  occasion  was  the  re¬ 
ception  to  presidents  of  local  and  state 
teachers’  associations.  State  superintend¬ 
ents  of  schools  and  other  administrators. 
t(K),  were  invited  and  a  crowd  of  several 
hundred  filled  the  room  to  capacity  to 
hear  an  inspiring  musical  program  which 
was  given  by  Mr.  Rolland  Tapley,  violin 
soloist  with  the  Boston  Symphony  Orches¬ 
tra.  accompanied  by  Mr.  Chester  Cook. 
Mr.  Cook  also  played  several  solos.  Both 
musicians  were  enthusiastically  applauded 
and  responded  with  several  encores.  At 
the  conclusion  of  the  delightful  program 
refreshments  were  served. 

Luncheon 

At  twelve-forty-five  in  the  Crystal  Room 
our  annual  luncheon  was  held.  We  were 


honored  by  the  presence  of  a  number  of 
distinguished  guests,  several  of  whom  ad¬ 
dressed  us. 

Pop*  Concert 

Wednesday  evening  was  School  Secre¬ 
taries’  Night  at  the  Pops  concert  in  Sym¬ 
phony  Hall.  We  turned  out  186  .strong, 
including  association  members  and  guests, 
and  occupied  the  majority  of  the  seats  on 
the  main  floor.  Seated  at  tables  in  groups 
of  fi)ur,  we  enjoyed  cooling  drinks  while 
listening  to  a  beautiful  musical  program 
under  the  directi<»n  of  Dr.  Arthur  Fiedler. 
Among  the  .selections  played  were  two 
favorites.  Wagner’s  prelude  to  “The  Mas- 
tersingers  of  Nurenburg”  and  Revel’s 
“Bolero.”  The  soloist  was  Helen  Zoe  Dun¬ 
can,  pianist.  She  played  Haydn’s  “Piano 
Concerto  in  D  Minor”  and  was  accom¬ 
panied  by  the  orchestra.  During  intermis¬ 
sions  we  roamed  from  table  to  table  chat¬ 
ting  with  our  fellow  secretaries  and 
friends. 

Fiah*ri** 

Thursday  morning  was  cooler  and  we 
climbed  aboard  our  busses  for  the  trip  to 
the  Massachusetts  Fisheries.  Down  past 
Faneuil  Hall  and  other  hi.storic  land¬ 
marks  we  rode  to  Fish  Pier.  We  entered 
the  building  where  the  trading  is  done 
and  a  guide  began  to  tell  us  the  details  of 
the  fishing  industry.  First,  he  pointed 
out  on  a  map  the  locations  of  the  fishing 
grounds  and  then  showed  us  a  chart  on 
which  each  ship’s  catch  is  recorded  as  it 
ties  up  to  the  wharf.  Because  of  union 
regulations,  a  ship  which  docks  at  three 
(Continued  on  Page  39) 


MANUAL  TRAINING  INSTRUCTORS-AHENTIONI 

The  maximum  and  most  efficient  use  of  your  machines,  and  safety  of  your  students 
rests  on  the  quality  of  the  saws  you  use. 

BURRILLS  PARAMOUNT  Band  Saws  made  from  the  finist  Nickel  Alloy  Steel  obtain¬ 
able  assure  you  of  such  service  and  safety 

Adopted  by  various  United  States  Government  departments,  and  large  furniture 
plants. 


Every  saw  is  carefully  straightened  and  Electrically  Butt  Welded  endless. 

You  can  obtain  these  saws  at  the  following  prices: 

1/8”  _  3/16"  —  1/4"  —  3/8"  wW*.  S'  6"  long  S  -90  aa. 

6’  6"  lone  .95  aa. 
r  6"  long  1.00  aa. 

Other  sizes  at  proportional  prices.  8'  5"  long  1.10  ea. 

BURRILL  SAW  &  TOOL  WORKS,  Box  28,  ILION,  N.  Y. 
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SELECTING  A  SECRETARY 

(Continued  from  Page  4.3) 

each  individual  can  understand.  Each  and 
every  person  must  be  greeted  in  a  courte¬ 
ous  manner.  The  poorest  and  most  lowly 
should  be  made  as  welcome  and  be  given 
as  much  attention  as  the  richest  and  most 
influential,  for  the  school  stands  for  the 
American  way  of  life,  which  gives  fair  and 
equal  treatment  to  all. 

A  JOB  FOR  A  PROFESSIONAL 

In  view  <»f  the  magnitude  of  the  school 
secretary’s  job,  it  is  amazing  how  little 
study  and  research  have  been  carried  on 
to  develop  acceptable  standards  of  train¬ 
ing  and  performance.  Every  other  group 
— administrators,  regular  and  special 
class  teachers,  attendance  officers,  school 
nurses,  and  even  school  janitors  and  ma¬ 
trons  have  volumes  written  about  them. 
But  the  secretary,  the  one  person  whom 
administrators  admit  can  make  nr  break 
a  school,  has  plugged  along,  grown  and 
expanded  in  service,  only  to  be  taken  for 
granted. 

In  1934,  however,  the  National  Asso¬ 
ciation  of  School  Secretaries  was  organ¬ 
ized.  One  of  the  objectives  was  to  make 
a  recognized  profession  of  the  position  of 
the  school  secretary.  Through  the  efforts 
of  this  national  association,  educators  and 
members  of  boards  of  educaton  have  had 
their  attention  focused  on  this  position. 
More  and  more  they  have  come  to  realize 
that  no  longer  can  a  secretary  be  ap¬ 
pointed  because  of  influence  or  because 
of  the  ability  to  take  shorthand  and  to 
transcribe  rapidly.  The  position  is  not 
comparable  in  responsibility  and  qualifi¬ 
cations  with  a  commercial  or  industrial 
secretaryship.  It  is  an  independent  pro¬ 
fession  requiring  specialized  training  and 
experience.  Therefore,  the  National  As¬ 
sociation  of  School  Secretaries  is  advo¬ 
cating  university  and  college  courses  to 
provide  special  training  for  secretarial 
work  in  the  schools.  Last  year  the  Uni¬ 
versity  of  Pennsylvania  established  a  four- 
year  course  for  school  secretaries,  leading 
to  a  Bachelor  of  Science  degree.  Colum¬ 
bia  University  is  studying  the  problem, 


and  other  well-known  colleges  are  begin¬ 
ning  to  see  the  future  of  the  position  and 
are  planning  courses  to  meet  the  needs. 

Increasingly  higher  requirements  must 
be  met  by  the  school  secretary  of  today 
and  tomorrow.  Personality,  health,  a 
good  appearance,  and  a  rich  academic 
background  are  essential.  It  goes  with¬ 
out  saying  that  the  school  secretary  must 
possess  a  good  command  of  English  and 
be  skilled  in  stenography,  typing,  and  the 
use  of  office  devices;  after  all,  records 
must  be  accurate  and  easily  accessible 
and  reports  must  be  prompt,  significant, 
and  intelligible  Of  course,  the  secretary 
must  have  a  knowledge  of  administration 
and  organization,  of  supplies  and  their 
uses,  of  textbooks,  and  of  school  law;  in 
short,  it  is  essential  that  the  secretary  be 
familiar  with  the  reason  and  theory  be¬ 
hind  the  task  that  is  being  done.  If  good 
will  is  to  be  successfully  established,  the 
secretary  must  have  a  knowledge  of  psy¬ 
chology  and  sufficient  human  under¬ 
standing  to  be  able  to  get  along  with 

people.  The  secretary  must  like  the 

work,  see  the  opportunities  for  service,  be 
enthusiastic,  and  be  loyal.  Since  the 
secretary  shares  the  confidence  of  offi¬ 
cials,  teachers,  pupils,  and  the  public, 
supreme  tact  and  judgment  must  be  exer¬ 
cised  to  preserve  this  confidence  and 
merit  still  greater  trust.  Above  all,  the 
school  secretary  must  like  people  and  see, 
beyond  the  reports  and  records,  the 

human  side  of  the  work. 

— Published  with  the  permission  of 
Editors  of  The  School  Executive. 


DIDN'T  MATTER 

The  man  about  to  take  a  train  was 
worried  by  the  station  clocks.  There  was 
20  minutes  difference  between  the  one  in 
the  office  and  the  one  in  the  waiting-room. 
Finally  he  questioned  a  porter,  who  made 
a  careful  survey  of  the  two  clocks,  and 
shook  his  head  doubtfully.  Then  he  bright¬ 
ened  suddenly  and  said: 

“It  don’t  make  a  single  bit  of  difference 
about  them  clocks.  The  train  goes  at 
four-ten,  no  matter  what.” 
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WORLD  CHAMPION 


MISS  MARGARET  HAMMA,  operating  an  IBM  Electromatic 
Typewriter,  established  a  new  professional  world’s  record 
of  149  words  per  minute  for  one  hour. 

The  first  half-hour  of  this  performance  won  for  her  the  amateur  champion¬ 
ship.  ☆  These  records  were  made  in  competition  with  8  other  professional 
contestants  and  44  other  amateur  contestants  from  various  parts  of  the 
United  States  and  Canada.  ☆  The  competition  was  held  under  the 
auspices  of  the  Ninth  Annual  International  Commercial  Schools  Contest 
in  Chicago,  on  June  19  and  20,  1941. 

INTERNATIONAL  BUSINESS  MACHINES  CORPORATION 
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SCHOOL  SECRETARIES 
CONVENTION 

(Continued  from  Page  35) 
o'clock  in  the  afternoon  and  unloads  its 
cargo  is  not  permitted  to  go  to  sea  again 
before  two  o’clock  the  next  afternoon.  In 
the  center  of  the  main  room  is  a  “stand” 
at  which  the  trading  is  done  each  morn¬ 
ing  from  seven  to  eight  o’clock. 

Next,  we  went  out  on  the  wharf  to  look 
at  several  fishing  smacks,  most  of  which 
are  powered  hy  Diesel  engines.  One  boat 
was  unloading  its  catch  on  the  dock.  Fur¬ 
ther  along  the  wharf  was  a  new  ship 
making  ready  for  a  trial  trip  the  fidlow- 
ing  day.  Her  owner  proudly  told  us  that 
she  cost  $175,000  and  that  he  owned  five 
other  ships.  Some  of  the  ships  are  pri¬ 
vately  owned  and  others  belong  to  large 
companies.  Generally  the  boats  are  gone 
four  or  five  days  on  a  trip,  sometimes 
seven  or  eight  days,  depending  upon  the 
weather. 

From  the  wharf  we  were  taken  through 
several  buildings  where  we  saw  men  slic¬ 
ing  and  preparing  various  kinds  of  fish 
and  placing  them  on  moving  tables.  In 
adjoining  parts  of  the  buildings  other  men 
were  wrapping  and  packing  fish  in  boxes. 
In  still  another  building  we  saw  oysters 
and  live  lobsters.  Finally  we  were  taken 
into  the  refrigeration  building.  Inasmuch 
as  the  temperature  on  most  of  the  floors 
was  between  zero  and  ten  degrees  above 
zero,  the  majority  of  the  girls  regretted 
not  having  coats  with  them.  The  ceilings 
were  hung  with  icy  stalactites,  but  in  place 
of  stalagmites  were  boxes  and  bags  of 
fish — all  solidly  packed  and  icy  cold  with 


frost.  Just  before  we  left  the  building  we 
were  taken  up  to  the  coldest  floor  of  all — 
where  the  thermometer  registered  thirty- 
five  degrees  BELOW  zero!  We  poked 
our  noses  in  the  door  and  beat  a  hasty  re¬ 
treat.  The  foggy  atmosphere  and  the 
sound  of  “wind"  reminded  us  all  too 
vividly  pf  harrowing  movies  of  polar  re¬ 
gions  which  we  had  seen. 

Back  in  the  bus  on  the  return  trip  we 
sang  familiar  songs,  and  just  before  reach¬ 
ing  the  Kenmore  we  stopped  at  the  Chris- 
(Continued  on  Page  41) 


GOLD  MEDAL 
PRODUCTS 


CRAYOLA 
PERMA 
ARTISTA 
FRESCOL 
AN-DU-SEPTIC 

The  Binney  &  Smith  Company  has 
won  the  confidence  of  educators  for 
over  38  years,  not  only  for  the  high 
quality  of  Gold  Medal  Products,  but 
for  many  notable  contributions  to  Art 
Education. 

• 

BINNEY  &  SMITH  CO. 

41  E.  42nd  S».  NEW  YORK 


;  THE  FISK  TEACHERS 

AGENCY 

1  633  Witherspoon  Building  PHILADELPHIA 

Walnut  and  Juniper  Sts. 

Teachers  for  Schools — School  for  Teachers — Every  Day  in  the  Year 

Service  Free  to  Schools — Economical 

for  Teachers 

Kingsley  1745-1746  Personal,  Discriminating  Service 

_ 

E.  F.  Maloney,  Manager 
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BRADLEY’S 

SCHOOL  SUPPLIES 

Factory  and  Home  Office:  Springfield,  Mass. 

Distributing  Points: 

BOSTON  NEW  BRUNSWICK  CHICAGO  KANSAS  CITY  \ 
SAN  FRANCISCO  ATLANTA  | 

GENERAL,  ART,  KINDERGARTEN,  and  PRIMARY  SUPPLIES 

Write  for  circulars  covering  t 

PAPERS,  PAINTS,  Etc. 

MILTON  BRADLEY  CO.,  New  Brunswick,  N.  J.  | 


The  Secretary's 
One-volume  Encyclopedia 

STANDARD  HANDBOOK 
FOR  SECRETARIES 

By  Lola  Hutchinson 

This  book  works  in  two  important  ways: 
first,  it  actually  trains  secretaries  in  ef¬ 
ficient,  accurate,  modern  procedure- 
makes  them  able  to  take  many  a  task  off 
executive  shoulders.  Second,  it  answers 
instantly  thousands  of  questions  that 
arise  in  the  secretary's  work— from  cor¬ 
rect  punctuation  to  foreign  exchange. 
Now  3rd  Edition.  Just  Published.  $2.95 


Science  Laboratory 
Supplies 


Chemistry,  Physics,  Biology 
and  General  Science 


CHICAGO 

APPARATUS 

COMPANY 


Writm  for  furthmr  informmtlon 

McGRAW-HILL  BOOK  CO.,  Inc. 

330  West  42nd  St.,  Now  York.  N.  Y. 


1735-43  N,  Ashland  Avenue 

CHICAGO,  ILLINOIS 
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SCHOOL  SECRETARIES 
CONVENTION 

(Continued  from  Page  39) 
tian  Science  Publishing  Society  to  see  the 
i  Mapparium — a  unique  room,  the  only  such 
room  in  the  world.  It  is  a  circular  glass 
globe  thirty  feet  in  diameter.  Its  interior 
walls  are  adorned  with  a  map  of  the  world 
and  upon  each  “time”  meridian  is  a  clock 
which  tells  the  time  at  that  particular 
point.  There  is  a  glass  bridge  across  the 
center  of  the  globe  and  from  its  mid-point 
one’s  voice  echos  in  a  most  peculiar 
manner. 

BusinoM  Mooting 

At  two-thirty  that  afternoon  in  the  Em¬ 
bassy  Room  Mrs.  Halsey  called  the  busi¬ 
ness  meeting  to  order.  The  treasurer, 
.Miss  Betty  Zimmermann,  read  her  report 
and  stated  that  the  balance  in  the  treas¬ 
ury  as  of  July  2,  1941,  was  $694.19  and 
that  after  all  convention  bills  of  approxi¬ 
mately  $400  were  paid  there  would  be 
nearly  $300  on  hand. 

Reports  were  then  read  by  Miss  Sylvia 
Brooks,  auditor.  Miss  Margaret  Kernan. 
advertising  manager,  and  Mrs.  Belle 
Kuehny,  editor  of  “The  National  Secre¬ 
tary.”  Mrs.  Helen  Aitken,  membership 
chairman,  stated  that  our  total  member¬ 
ship  for  1940-41  was  1,816.  New  Jersey 
headed  the  list  with  an  enrollment  of  273. 

Next  we  heard  the  following  reports: 
Publicity,  Miss  Anne  Critchlow;  Profes¬ 
sional  Study  Group,  written  by  Mrs.  Doris 
Bonar  and  read  by  Mrs.  MaBelle  Spang¬ 
ler;  and  Delegate  Allowance.  Miss  Kath¬ 
erine  Mitchell.  Then  Miss  Zimmermann 


read  the  results  of  the  elections  and  asked 
the  secretary  to  cast  a  ballot  as  follows: 

Helen  Aitken,  Vice  President. 

Eleanor  Dearden,  Vice  President. 

Mildred  Earner,  Recording  Secretary. 

Grace  Holt.  Executive  Committee  mem¬ 
ber. 

Katherine  Mitchell.  Executive  Commit¬ 
tee  member. 

Helene  Maulick.  Corresponding  Secre¬ 
tary. 

Miss  Eleanor  Dearden  concluded  the 
meeting  with  a  report  of  the  Advisory 
Council  on  Affiliation.  After  adjourn¬ 
ment  the  delegates  received  checks  from 
the  treasurer  for  their  delegate  allowances. 
N«w  England  Tea 

At  four-thirty  we  gathered  in  the  Crys¬ 
tal  Room  for  our  final  “get-together,”  the 
New  England  Tea.  given  by  the  Associa¬ 
tions  of  School  Secretaries  of  Maine,  Ver¬ 
mont  and  New  Hampshire.  It  was  both  a 
jolly  occasion  and  a  sad  one.  By  now  we 
all  knew  each  other  so  well  that  the  air 
fairly  buzzed  with  conversation  as  we 
drank  tea  or  coffee  and  munched  delicious 
cakes.  Finally  the  time  came  for  us  to 
part  and  sadly  we  bid  farewell  to  the 
friends  with  whom  we  had  shared  the  five 
days  just  drawing  to  a  close.  But  there 
was  a  note  of  cheer  in  our  voices  as  we 
said  good-bye  for  we  looked  forward  to 
renewing  these  friendships  in  1942 — 
some  in  February  at  San  Francisco  and 
others  in  June  and  July  at  Denver.  And 
so  a  happy  and  most  successful  conven¬ 
tion  came  to  a  close. 


2.444ckltf  Peuf^i 


Clean,  black  notes  made  with  sharpened 
pencils  save  eyes  —  save  time  —  prevent 
costly  mistakes.  That’s  why  many  offices 
now  have  an  Automatic  Pencil  Sharpener 
on  every  desk  .  .  .  Automatic  CUTTERS 
—deeply  undercut  for  free  shavings  flow — 
offer  years  of  quick,  efficient  service.  Pencil 
stop  feature  saves  pencils. 


DEXTER 

PEnciL  shurpeher 
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ANNUAL  LUNCHEON 

(Continued  from  Page  33) 
engaged  in  the  administering  of  that  pro¬ 
gram.  It  is  extending,  and  the  way  it  is 
administered  will  shape  the  pattern  of 
education  of  the  future.  You  are  to  be 
hailed  as  defenders  of  the  United  States. 

“It  is  essential  to  develop  a  poise  in  our 
people  that  will  permit  them  to  withstand 
stress  and  strain.  Important  is  the  de¬ 
fense  of  our  country  in  the  area  of  eco¬ 
nomic  security.  Democratic  government 
was  founded  for  economic  security.  You 
in  your  educational  engineering  will  help 
people  to  shape  it.  We  have  hut  scratched 
the  surface  of  vocational  training  in  the 
United  States.  We  must  develop  in  this 
area  of  economic  security.  We  must  de¬ 
velop  from  the  standpoint  of  spirituality. 
Our  country  rests  upon  the  philosophy  of 
idealism.  It  is  based  upon  Cod.  It  differs 
from  the  philosophy  of  a  totalitarian  state 
as  it  does  rest  on  that  principle.  W'e  are 
in  the  final  analysis  idealists.  To  me  it 
is  necessary  in  the  defense  of  the  country 
to  build  a  people  with  a  sense  of  spiritual 


integrity — to  have  an  abiding  faith.  I 
think  we  do  well  to  consider  the  spiritual. 

“As  defenders  of  America  it  is  necessary 
for  us,  regardless  of  our  position,  to  in¬ 
crease  the  area  of  the  understanding  and 
appreciation  of  a  democratic  form  of  gov¬ 
ernment.  The  way  to  bring  it  about  is  to 
make  for  democratic  administration  and 
participation  on  the  part  of  those  who 
make  up  the  school.  We  are  thus  able  to 
recapture  the  spirit  of  America  and  the 
vision  of  the  Fathers.  Schools  must  in¬ 
terpret  the  principles  of  democracy  to  the 
rank  and  file  of  the  people.  The  defense 
of  America  through  education  will  inter¬ 
pret  the  democratic  way  of  life  not  only 
to  the  schools  hut  the  people  of  the  com¬ 
munity  to  the  end  that  they  can  effectively 
live  as  a  democracy  where  individuals  as 
such  may  realize  their  own  dreams  and 
ambitions  hut  at  the  same  time  a  social 
order  that  is  essential  to  a  democracy. 

“  ‘All  Hail’  to  you  as  successful  indi¬ 
viduals,  as  master  craftsmen,  as  educa¬ 
tional  engineers,  and  as  defenders  of 
.\merica.” 


Investigate  Vari-Typer  Advantages  For  Your  School 

Vari-Typer,  the  office  composing  ma-  ■ 

chine,  can  be  used  in  schools  in  three 
distinct  ways:  (1)  as  a  new  field  of 
training  with  excellent  employment  pos- 
sibilities;  (2)  a  medium  for  teaching 
typography  as  it  applies  to  school  publi- 
cations;  (3)  a  means  of  saring  money 

by  setting  administrative  forms,  exam-  \ 

ination  papers,  school  newspapers,  ^ 

for  duplication  by  stencil,  offset  or  ana-  ^ 

line  dye  process,  with  the  Vari-Typer. 

The  Vari-Typer  is  a  compact,  electric  office  composing  machine  employing  a 
wide  selection  of  changeable  type  faces  and  variable  spacing  for  the  rapid, 
economical  preparation  of  distinctive  copy  for  all  modern  processes  of  repro¬ 
duction.  It  can  be  operated  by  any  competent  typist  after  proper  instruction.  The 
keyboard  has  a  standard  arrangement  of  letters,  permitting  operation  by  touch 
typing. 

U  rite  today  for  new  specimen  portfolio  **Hout  Schooh  are  Profiting  with  yarUTyper** 

RALPH  C.  COXHEAD  CORPORATION 

Manufacturers  of  Vari-Typer 

333  SIXTH  avenue  NEW  YORK,  N.  Y. 
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USTENING-IN 

(Continued  from  Page  19) 
is  interested  in  learning  the  training  of  its 
members  (and  potential  members)  as  a 
basis  for  working  toward  better  salaries, 
tenure,  and  retirement.  The  national  group 
has  delegated  the  manner  of  securing  the 
information  to  the  state  association.  The 
following  questionnaire  has  been  prepared 
by  your  Research  Committee.  Will  you 
cooperate  by  filling  it  out  and  returning  it 
promptly  to  Miss  Mary  L.  Bunte.  Arizona 
.State  Teachers  College,  Tempe,  Ariz.” 

Then  follows  the  questionnaire  which 
space  forbids  us  to  copy,  but  which  covers 
most  thoroughly  the  training,  salaries,  ex¬ 
perience.  and  working  conditions  of  the 
.Arizona  school  secretaries.  I  hope  at  some 
future  date  to  hear  from  Mrs.  Holt  what 
the  results  of  the  questionnaire  were  as 
the  questions  seemed  to  cover  the  ground 
very  thoroughly  and  to  establish  a  working 
basis  toward  the  ultimate  g»>al  of  better¬ 
ing  the  school  secretary’s  position. 

Arizona  is  to  be  congratulated  on  the 
progress  it  has  made  in  such  a  short  time 
in  .setting  up  such  a  forward-looking  or¬ 
ganization. 

Los  Angeles,  California 

The  Secretarial  Association  of  the  Los 
.Angeles  City  Schools  has  been  going  on 
their  busy  way  with  election  of  officers  in 
-May,  a  June  dinner  meeting,  and  various 
other  activities.  The  News  Letter  which 
is  issued  each  month  contains  many  in¬ 
teresting  and  valuable  helps  to  those  of  us 
who  do  secretarial  work,  and  we  think  you 
will  be  interested  in  the  following  articles 
taken  from  this  bulletin. 


Dick  Carlson,  Civil  Aeronautics  Admin¬ 
istration,  Washington,  D.  C.,  in  his  article 
on  Employee  Improving  Rating  Method 
includes  the  following  on  “Personal 
Growth”:  “.  .  .  Personal  growth  means 
the  elimination  of  scattered  effort  and  aim¬ 
less  drifting;  it  means  the  con.structive 
use  of  energy  which  has  heretofore  been 
wasted.  It  is  not  possible  to  develop  im¬ 
proved  work  habits  without  also  improv¬ 
ing  the  development  of  certain  qualities 
essential  to  success  in  any  field  of  en¬ 
deavor.  To  grow  on  a  job  means  to  learn 
better  methods,  to  think  through  prob¬ 
lems,  and  to  put  into  action  the  results  of 
constructive  thinking.  It  can  be  made 
into  a  fascinating  game;  a  game  to  im¬ 
prove  today  your  record  of  yesterday,  to 
improve  this  week  your  record  of  last 
week,  and  to  improve  this  year  the  record 
of  your  best  previous  year.  .  .  .  Have 
clearly  in  mind  the  ultimate  personal  ob¬ 
jective  for  which  you  are  working  and 
make  current  revisions  of  your  plan  for 
reaching  it.” 

Cary  Thomas  in  his  book.  “The  Way  to 
Find  Friends,”  says:  “Don’t  make  fun  of 
anybody.  It  may  get  you  a  laugh,  but  it 
won’t  get  you  a  friend,  and  you  run  the 
risk  of  having  the  woman  whose  queer, 
old-fashioned  hat  you  were  making  fun 
of,  turn  out  to  be  the  mother  of  the  per¬ 
son  next  to  you.  Learn  to  listen.  Don’t 
feel  it’s  up  to  you  to  do  all  the  talking. 
Be  genuinely  interested  in  what  the  other 
person  is  saying.  This  is  a  direct  route 
to  friendship,  not  a  detour  on  the  way. 
When  you  do  talk,  make  your  comebacks 
intelligent.  Try  to  avoid  all  such  conver- 
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sational  clinches  as  ‘you  said  it’  and 
“you’re  telling  me.’  Never  lose  a  friend  if 
saying  ‘I’m  sorry’  will  keep  him.  Even 
if  you’re  sure  you  are  right,  you  can  always 
say  sincerely  that  you’re  sorry  the  mis¬ 
understanding  occurred.” 

.According  to  Lois  Irene  Hutchinson  in 
her  book.  ‘“Standard  Handbook  for  Sec¬ 
retaries.”  seven  excellent  habits  to  ac¬ 
quire  are: 

1.  The  habit  of  being  punctual. 

2.  The  habit  of  cooperating. 

3.  The  habit  of  checking  continually  in 
order  to  be  correct. 

4.  The  habit  of  making  notes  of  things. 

.“i.  The  habit  of  being  consistent. 

6.  The  habit  of  being  quiet. 

7.  The  habit  of  being  clean. 

Mr.  G«»rdon  M.  Bain.  City  Manager. 
City  of  Alhambra,  spoke  at  the  Office  Man¬ 
agement  Section  Meeting  of  the  Institute 
of  Government  held  on  June  9.  His  topic 
was  ‘‘What  Are  Prerequisites  of  an  Office 
Manager?”  and  the  following  p<»ints  were 
brought  out.  They  should  be  of  value  and 
interest  to  everyone  who  works  in  close 
contact  with  others  in  any  office. 

Group  A 

1.  Health. 

2.  Intelligence. 

3.  Integrity. 

Group  B 

1.  Personality. 

2.  Even  Disposition.  Try  to  maintain 
an  even  disposition.  Don’t  make  your  sub¬ 
ordinates  spend  the  first  hour  each  morn¬ 
ing  deciding  whether  your  morning  coffee 
was  bad.  or  whether  you  got  out  of  bed  on 
the  wrong  side.  Your  disposition  is  re¬ 
flected  by  those  with  whom  you  work. 

3.  Discipline.  This  should  be  fast,  defi¬ 
nite,  and  private.  Never  give  public  criti¬ 
cism.  Never  hold  up  one  employee  as  a 
horrible  example  to  the  others.  .  .  .  Give 
praise  where  praise  is  due  and  in  public. 
Never  criticise  unless  you  can  offer  some¬ 
thing  to  hang  on  to.  A  person  may  not 
know  he  is  doing  wrong  and  therefore 
cannot  improve  unless  he  knows  where 
and  how  to  correct  the  error. 

4.  Ability  to  break  down  a  problem 
into  its  component  parts.  You  must  be 
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able  to  see  the  problem  as  a  whole  and  | 
then  to  break  it  down  to  its  essential  parts.  I 
In  that  way  it  may  be  solved  more  quickly 
and  efficiently. 

5.  Enthusiasm.  This  is  just  the  transfer 

of  your  own  enthusiasm  into  the  job.  Your  1 
interest  an<l  keenness  is  reflected  in  the  [ 
work  you  do;  also  in  the  work  done  by  1 
others  in  the  office.  j 

6.  Ability  to  make  decisions.  An  office 

manager  should  be  able  to  make  decisions 
as  rapidly  as  possible;  he  should  face  the 
fact  that  he  will  not  be  a  successful  man-  | 
ager  unless  he  can  make  the  best  decision  [ 
he  can.  and  then  face  the  results,  whether 
they  be  good  or  bad.  I 

7.  Clear  cut  assignments.  There  is 
nothing  more  confusing  and  productive  of 
poor  results  than  an  assignment  which  is 
not  clear  to  the  person  who  must  carry 
out  the  work. 

8.  Confident  manner.  Confidence  begets 
confidence.  There  is  a  vast  difference  be¬ 
tween  confidence  and  “cock-sureness”  or 
an  over-developed  ego. 

9.  Concentration.  Be  able  to  use  min¬ 
utes.  Rarely  does  a  man  have  hours  of 
uninterrupted  work. 

10.  Salesmanship.  You  must  be  able  to 
sell  yourself,  your  ideas,  your  enthusiasms 
to  those  above  as  well  as  to  those  below 
you  on  the  ladder.  You  must  be  able  to 
interpret  facts  of  the  office  to  the  division 
head.  An  office  manager  must  be  able  to 
appreciate  the  amount  of  work  it  takes  to 
turn  out  a  certain  piece  of  work.  He  must 
be  able  to  delegate  work  to  employees  and 
to  gauge  each  person’s  ability. 

Do  you  remember  this  verse  from  Re- 
bessa  McCann’s  “The  Cheerful  Cherub” — 

“I’m  sure  I  have  a  noble  mind 
And  honesty  and  tact. 

And  no  one’s  more  surprised  than  I 
To  see  the  way  I  act!” 

(From  the  Los  Angeles  Times 
of  June  22,  1941) 

In  the  following  verses  Frank  Colby  has 
selected  the  twenty-two  words  that  are 
among  the  most  frequently  mispronounced 
in  the  American  vocabulary. 

Oh,  there  is  no  WINE  in  genuine 

And  ribald  has  no  RYE; 
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No  KlIM  is  found  in  program. 

And  pilaster  has  no  PIE. 

In  coupon  you  will  find  no  CUE, 

No  PEN  in  penalize; 

In  similar  no  sign  of  YOU, 

No  MOB  in  mobilize. 

Chorus 
Oh,  Susanna! 

Oh,  take  a  tip  from  me; 

To  speak  C€>rrectly  keep  a 
Dictionary  on  your  knee! 

Oh.  maestro  hasn’t  any  MICE 
Verbatim  has  no  BAT, 

No  sign  of  COW  in  Moscow,  and 
In  gratis  not  a  RAT. 

No  HORSE  in  hors  de  combat. 
Wonderfully  has  no  FLEA, 

In  gala  not  a  single  GAL, 

In  heinous  not  a  HE. 

Chorus 
Oh.  Susanna! 

Oh,  take  a  tip  from  me; 

You’ll  learn  pronunciation 
With  a  Webster’s  on  your  knee! 

No  trace  of  YUM  in  column,  nor 
Of  YOU  in  percolate. 

No  ARK  in  monarch,  and  no  COOP 
Is  in  recuperate. 

No  MUSS  in  Mussolini,  and 
In  Roosevelt  no  RUSE. 

It’s  plain  as  A  B  C  that  we 
Must  watch  our  P’s  and  Q’s. 

Your  editor  feels  greatly  indebted  to  the 
News  Letter  for  so  much  of  the  material 
which  is  appearing  in  this  issue  of  “Lis¬ 
tening  In.”  It  was  taken  from  the  March, 
April,  and  May  numbers  and  we  hope  that 
it  will  prove  to  be  as  interesting  to  all  of 
you  as  it  did  to  us.  We  feel  that  the  Los 
Angeles  Association  is  to  be  congratulated 
on  having  such  an  entertaining  and  well- 
written  bulletin. 


Denver,  Colorado 

The  Clerks  and  Secretaries  Association 
of  the  Denver  Public  Schools  has  had  two 
activities  since  the  last  number  of  the  Na¬ 
tional  Secretary  appeared.  Early  in  May 
the  annual  spring  luncheon  and  election 
of  officers  was  held  at  the  Lakewood  Coun- 
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try  Club.  It  was  a  delightful  occasion  with 
over  one  hundred  in  attendance  and  a 
short  but  interesting  program.  The  newly- 
elected  president,  Mrs.  MaBelle  Spangler, 
and  the  new-  state  chairman.  Miss  Alice 
Lucky,  were  the  official  delegates  of  this 
group  to  the  national  convention  in  Bos¬ 
ton.  They  returned  home  with  mo.st  en¬ 
thusiastic  accounts  of  the  trip  and  of  the 
highlights  of  the  convention  and  we  are 
IcMiking  forward  to  the  first  meeting  of  the 
fall  when  we  will  hear  about  it  in  more 
detail. 

This  promises  to  he  a  busy  year  for  the 
Denver  group  as  we  will  be  hosts  to  the 
National  Association  of  Schiad  Secretaries 
next  summer,  and  will  have  to  work  hard 
to  uphold  the  standards  which  have  been 
set  during  the  past  few  years  by  the  cities 
in  which  the  conventions  have  been  held. 
We  are  hatking  forward  to  meeting  many 
of  those  whose  names  have  become  fa¬ 
miliar  to  us  through  the  columns  of  this 
magazine  and  feel  sure  that  all  of  you 
who  come  to  Colorado  will  find  it  well 
worth  your  while.  Of  course,  we  think  it 
is  the  grandest  state  in  the  Union  and 
want  you  to  see  and  enjoy  the  wonders  and 
beauties  of  our  mountains. 

The  second  activity  of  this  group  was 
the  annual  picnic  which  was  held  in  the 
nearby  mountain  parks  the  week  after  the 
close  of  schind.  The  forty  or  so  who  went 
rejMirted  the  usual  gmid  time  one  expects 
at  picnics  —  ravenous  appetites,  singing 
around  the  camp-fire  and  good  fellowship 
intermingled  with  all  of  it. 


Washington.  D.  C. 

A  dinner  meeting  of  the  Secretarial  As¬ 
sociation  of  the  Public  Schools  of  Wash¬ 
ington  was  held  on  June  5  at  the  Chevy 
Chase.  Md..  Woman’s  Club,  and  from  all 
accounts  must  have  been  a  most  delightful 
and  successful  affair.  The  announcements 
and  the  programs  were  clever  as  could  be 
and  the  entertainment  of  the  evening  was 
a  skit.  “Mary-Go-Round,”  written  by  our 
own  Virginia  Halsey.  The  following  de¬ 
scriptions  of  the  characters  in  the  skit 
should  give  us  all  some  idea  of  the  hilarity 
of  the  occasion. 


I  try  to  be  a  model  Mary 
In  my  job  as  secretary. 

But  oh,  the  problems  that  1  meet 
Only  psychiatrists  should  treal 

I'm  full  of  tribulation. 

Despair  and  agitation. 
Because  of  my  vocation — 

I'm  a  Nurse. 

My  name’s  Vera  Gulp 
.And  am  I  a  nut! 

The  office  goes  wild 

When  I  swallow — guess  what? 

I'm  a  problem  child — 

•Always  in  the  wrong; 

Can’t  make  me  what  I  ain’t; 

■My  will’s  too  strong. 

I’m  BiKiker,  the  teacher; 

/  think  I’m  O.  K. 

hat’s  that?  I’m  no  different 

From  others.  y»>u  say? 

I’m  a  conscientious  taxpayer; 

1  always  do  what’s  right; 

I  hatk  out  for  others’  interests; 
Why,  then,  a  light  at  night? 

“DuBarry  was  a  Lady,” 

And  as  that’s  my  middle  name 
I  live  up  to  the  title. 

But  get  the  wrong  fame. 

I'm  the  mother  of  a  pupil. 

Why  must  she  be  so  bad? 

I’m  a  model  mother, 

And  a  “Fly  Bait”  is  her  Dad! 

Bird,  the  Bookwoman — 

The  Pest  of  the  Principal, 

I’ve  the  Gift  of  Gab 
For  Money  Municipal. 


Wisconsin 

The  Milwaukee  School  Secretaries  Asso¬ 
ciation  held  their  dinner  meeting  and  elec¬ 
tion  of  officers  on  June  12  at  the  Tripoli 
Country  Club.  As  yet,  we  have  not  heard 
the  results  of  the  election,  but  are  sure 
that  this  lively  group  had  a  most  success¬ 
ful  meeting  and  chose  a  splendid  crew  of 
officers  to  guide  their  destinies  during  the 
coming  year.  Bowling,  roller  skating,  and 
archery  are  included  in  the  sports  with 
which  the  Milwaukee  girls  while  away 
their  leisure  time. 
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